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ABSTRACT

The guide aims to prepare students for the tramsition
from school to earning a living and has three purposes: relevance,
reference, and record keepingy. The guide includes discussions and
sample forms, ranging in length from 2 to 26 pages on: personal
information (20 pages); individual values (5 pages); finding a job (2
pages) ; letters of application (4 pages); the application form (4
pages) ; preparing a resume (6) pages); the job interview (7 pages);
handling the job (9 pages); career planning information for juniors
and seniors (9 pages); types of insurance and income tax, and
financial forms (26 pages); and local government service: and legal
and consumer terms (7 pages). (JR)
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LOOKING AHEAD

"Decisions for Living" is designed to help you pre-
pare for the transition from school to earning a living.

It has three purposes:

Relevance - This manual contains information related
to the "adult" or work world. It is designed to help tie

your school work together and to relate it to all of life.

Reference -~ In addition to such things as preparing
business letters and samples of each, thls book also con-
tains basic kinds of information that people need during

their routine daily lives.

Record Keeping - In "Decisions for Living" you can

record a variety of types of information about yourself,
your family, and your work experiences. Space is also
provided to record similar information as it becomes avail-
able after you leave school. Although you may never have
need for all of this information at any one time, you will

know where to locate what you need for many situations.

"Decisions for Living" has one major character -- You.
It will follow you from grade to grade in high school, and
you will take it with you when you leave. We hope that you
will continue to update this manual after you leave school,
and that you will find it a valuable tool in making your way

in the world of work.
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Recording information

A wide range of personal information should be recorded for future
references Such data as family names, education, places of residence
and employment, health records, and membership in churches and organi-
zations is needed throughout life, It is useful for employment appli-
cations, financial records, and for recall of personal facts that will
be needed from time to time,

The forms on the following pages are designed for recording this

vital information,




Guide to Course Selection and Development

of Plan to Complete Graduation Requirements

Number of Cred’ts needed to graduate

Required Courses: Indicate number of credits

English Math
Social Studies Physical Education
Science
Registration Plan
9th Grade 10th Grade
Name of Course Number of Name of Course Nunber of
Credits
Total Total
11th Grade 12th Grade
Name of Course Number of Name of Course Number of
Credits
Total Total




Courses Completed

9th Grade 10th Grade
Name of Course Grade Number Name of Course Grade Number
of of
Credits Credits
Total Total
- 8
11th Grade 12th Grade
Name of Course Grade Number Name of Course Grade Number
of of
Credits Credits

Total

Total

Date of Graduation

Total Credits

Grade Point Average

Class Rank

10




Jest .ccora
fowa Test of wmducational Development (IT:D)
le Year in School
Composite_ __  Reading Total _____ Language Arts Total
Math__ ___ Social Studies____  Science__ Use of Sources
2. Year in 5chool
Composite___ _ Reading Total __ __ Language Arts_____
Math__ ___ Social Studies_ = Ccience__  Use of Sources
3. Year in Schnool
Composite___  Reading Total ____  Language Arts Total
Math____  Social Studies______ Science__ _  Use of Sources

OVIs (Ohio Vocaticnal Interest Survey)
List your high interest areas:

National Merit Test

Date Taken .

Verbal Math Selection Score
ACT (American College Testing Program)

Date Taken

Gcores Sent to the Following Schools

tnglish Math Science Social Science Composite
CZB (College Entrance Examination Board)
S5AT Date Taken

Jcores Sent to the Following Schools

Verbal Math

ACH
GATR  (Gencral Aptitude Test Battery)
Date Taken
G v N S P Q K F M

e

‘rred Forces Astitude Test

11




Pers-nal Data File
Name

{Tast) {first) (middle)

Birth Date . . Social Security Number
(month) (day) (year)

Place of Birth

(city) (state) (zip)
Father's Name
. (last) (first) (middle)
Father's Birthplace and Date
(city) (state) (month) (day ) (year)
Mother's Name
(1ast) (first) (middle)
Mother's Birthplace and Date
(city) (state) (wonth)(day ) (year)
Brothers and Sisters
First Name Last Name Married Name Birthdate If
(if different Deceased
from yours) The Year
Elementary and Secondary Education
Name of School Address Grades Years

Attended Attended

.

12




Circle nighest gredz completed when leaving schools 8 9 10 1 12
School officials when leaving school:

Principal

Superintendent

Counselor(s)

Skill training courses taken in high school

Name of Course Name of Instructor

Ninth Grade Activities

(Activity) (Advisor)

(Accomplishments, names of associates, etc.)

(Activity) (Advisor)

(Accomplishments, names of associates, etc,)

1[:3 5



(Activity) (Advisor)

‘(Accomplishments, names of associates, etc.)

High School Test Scores

Date Name of Test Test Section Date
Date Name of Test Test Section Date
Date Name of Test Test Section Date
Date Name of Test Test Section Date

Pogt High School anrl[or Adult Education

From To

(name and address of school/institution) (month) (year) {month) (year)
Total Hours:

{major or type of training program) (indicate quarter, semester, course

or classroom)

Resulting degree or certificate (if any):

Name of Advisor/Instructor




(name and address of school/institution)

(major or type of training program)

Resulting degree or certificate (if any):

Name of Advisor/Instructor

From To
(month) (year)

(month) (year)

Total Hours:
(indicate quarter, semester, course
or classroom)

From To
(name and address of school/institution) (month)(year)  (month){year)
Total Hours:
Health Record
Name of family or company doctor Address

Blood Type
Allergies

Eye prescription

Type of Immunizations

Date Received

Booster Dates

Type of Major Illness or Treatment

Date




The following two pages contain a copy of the
school records This will indicate to you the
tvpe of information the school accumulates on

each student.
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 Last Name

Firt Name

Middle Sex Race Place of Birth Mo. Lay Yr.
Entered from Date Clams Statement of health and defects
Namr > of Father Latest Address Natlonality Occupation Living? Yes No
Name of Mother Latest Address Nationality Occupation Living? Yes No
INTELLIGENCE-TEST RECORD
Date Name of Test Form|Score | PR | MA | cA | 1IQ 9th Adviser 10th Adviser
11th Adviser 12th Adviser

PERSONALITY RATING:

(Place an (x) on each of the lines below in the position which seems to moat nearly describe this individual's «

personality.)
L eSS Purposeless Vaclllating Potential Limited Purposeful
Seldom works even Needs constant Needs occasional Prepares assigned Seeks additional work
3 INDUSTRY under pressure pressure prodding work
3. INITIATIVE Seldom Initiates Conforms Varies with Self-reliant Actively crestive
conditions
4 INFLUENCE Passive Retiring but Varying Contributing sm
co-operative conf
s cocn“rmms FOR Antl-social Indifferent Self-centered Somewhat Deeply and
socially concerned generally concerned
6. RESPONSIBILITY Unreliable Somewhat Usually dependable Conscientious ‘Assumes much
dependable responaibility
7. EMOTIONAL
Hyperemotional Excitable
STABILITY Usually well balanced Well balanced Ftceptionally
Apathetic Unresponsive stable

304-5M

Permanent High School Record

MIDWEST REACH. INC., SIOUX FALLA. 8. O.

EXTRACURRICULAR RECORD

EXTRACURRICULAR RECORD

ACTIVITY

HONORS OR AWARDS

ACTIVITY

HONORS OR AWARDS

Photo and Remarks Concerning School Service, such as Library, Office Help, etc.

Q

ERIC

Aruitoxt provided by Eic:

(Continue on back page)

10




HiQH SCHOOL SCHOLASTIC ARCORD
WATERTOWN, SOUTH DAKOTA
Longth of Cilaee Perled . . . ____
[ 10. 11. 13 13,
Firet Sem, ending First Sem. ending First Sem. ending First Sem. ending 3 First Sem. ending
Por | G Por | Gr Per | Gr l‘otlﬁl 1 Pec | G
SUBLECT No | Per | o |Unmet{ SUBIECT No | Per | or UM | SUBIECT Mo {pee | or |Unct | SuBiECT Mo | per | o | Umt] SUBIECT No | per | o |Unn
wes | W | M LY T LY wis | we | e WS | Wk | WA whs|we |MA
o I
Second Sem. ending Second Sem. ending Second Sem. ending Second Sem ending Second Sem ending
por | Ge Par | Gr Per | Gr Per [ Gr Pes | Ct
SUBJECT Mo per | oor fumit | SussECT No lrer | o Tumt| SuBIECT No JPer ] oot Jya | SuBlict No | Fer | e tuna | sumstcs Mo Jpe | ot | ym
was | wa | Ma whs | wi 1o Wis | We | Mk whs| Wk | sk wesfwa {
- e
-4 - —_—t - —t
4 w»
-+t - i
Total Unita for ¥r Total Units for ¥r. Total Units for ¥r Total Units for Yr Total Units for Yr
'CS) following 7 .bject, means correspondence Hixh School Studies Suggestion. Use upper Ralf 1o 1ecord f-unit ist Sem subiects only, and lowe
haif to record ‘z-un't 2nd Sem subjects plus full-vear subjects
Gradus
\1
Date No o CLn Recommendations and Credits sent to Date
Dropped Recornmendations and Credits sent to Date
Date Reason -
Reenter, Date Drop. Date Recommendstions and Credits sent to Dste
ATTENDANCE SUMMARY
I Year . Year “Year Year Year
I 19 19 19 18 19
) ' 1 1
Se ] 3 i 4 ] | ] 7 s ) | 10
mester , 1 ! |
N '
Daye Present | ' ] ‘ T L. ! —
' i ' '
Days Absent ! X ‘ . U
! " ‘l’ ! r !
Times Tardy ) ' 1 '
ACHIEVEMENT-TEST RECORD
Date Name of Test Form Score CL Norm PR, ! Subj sge
]
! ] 1 )
| ' ! '
. —i P,
i t '
! . .
Areac ot Unusaal Calent ! Areas ot Sttang inteces?
|
!
!
—t- - S,
| ) T
-4 —— ——— -
¥
i —— - - B
; - - ——— - -
Last Name Firet Name Middle Sex T T Race Place of Birth T Mo Day " ¥r
11
l: \l‘lC 18 PR




10nors and Awdius

(name of honor or award) (date received)

(type of award or honor)

(name of honor or award) 1333e received)

(type of award or honor)

(name of honor or award) (date received)

(type of award or honor)

school, Ccmmunity, Religious and Social Organizations

From To
(name of organizatiun) (year)
(offices or positions held in organization)
7 From To
(name of organization) (year)
(offices or pirsitions he.d in organization)
From To
(name of organization) (year)
(offices or positions held in organization)
From To
(name of organization; (year)

(offices or positicns held in crganization)

Q 19 ::




Military Record

Induction Date Discharge Date
{month)(day)(year) (month)(day){(year)

Branch of Service Serial Number

Rank Achieved Promotion Date

Duty Station and Address From To Commanding Officer

Award or Commendation Date Recrived
Service Schools Attended Address Dates
Name of Veterans Administration Benefit Eligible Until

Type of Service Connected Disability Where Occurred Date Occurred

20




Type of Service Insurance Dates in Force

Places of Residence

Location From To
(street number) (city) (state) (month) (year) (month)iyear)

Fill in appropriate information: Lived with family/relatives yes __no
Rent per month
Mortgage per month

Rented/mor" gaged from:

Location From To
(street number) (city) (state) (month) (year) (month){year)

Fill in appropriate information: Lived with family/relatives __yes _ no
Rent per month
Mortgage per mont

Rented/mortgaged froms

Employment Record
Social Security Number

(Name of Employer) ~ (Address of Employer)
(Name of Immediate Supervisor; (His position)
{(your position) (starting and ending wages) (dates employed)

(description of your duties)

14




(Name of Employer) (Address of Employer)

[Name of Immediate Supervisor) (His position)

(your position) (starting and ending wages) {dates employed)

(description of your duties)

(Name of Employer) (Address of Employer)
(Name of Immediate Supervisor) (His position)
(your position) (starting and ending wages) (dates employed)

(description of your duties)

)

(Name of Employer) (Address of Employer)
(Name of Immediate Supervisor) (His position)
{your position) Tstarting and ending wages) (dates employed)

(description of your duties)

1522

———




References

(name) (address)

(business name and address)

(business telephone)

(profession or position) (work relationship with you)

(name) (address)

(business name and address)

(business telephone)

(profession or position) (work relatiorship with you)
(name) (addreszs)

(business name and address)

(business telephone)

(profession or position) (work relationship with you)

Church Membership

From To
(Name and address of church) (year)
(name(s) of minister/pastor/priest/rabbi)

From To
(Name and address of church) (year)

(name(s) of minister/pastor/priest/rabbi)

23 16




Spouse
Wife/Husband's Name

(first) (l1ast or maiden) (middle)
Wife/Husband's Birth Date Social Security No.

(month){day)(year)
Wife/Husband's Place of Birth

(city) (state)  (zip)

Marr.iage Date Place of Marriage
(month) (day) (year) (city) (state)

Wife/Husband's Name

(Tirst) (Tast or maiden) (middle)
Wife/Husband's Birth Date Social Security No,

(month)(day)(year)
Wife/Husband's Place of Birth

(city) “(state) (zip)

Marriage Date Place of Marriage
(month) (day) (year) (city) (state)
Children
First Name Last Name Married Name Birth- If
(if different date Deceased
from yours) the year

17 24




Checking Account. Information

From To
(Name of Bank) (month & year) (month & year)
(Address of Bank) (Account Number)

From To
(Name of Bank) (month % year) (month & yzar)
(Address of Bank) {Account Number)

From To
(Name o>f Bank) (month & year) (month & year)
(Address of Bank) {Account Number)

Credi: Card Information

(Name of Cara or Company) (Date Issued)
(Address of Compeny) (Credit Card Number)
(Name of Card cr Company) (Date Issued)
(Address of Compary; (Credit Card Number)
(Name of Card or Company) (Date Issued)
(Address of Company) (Credit Card Number)

)
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Savings account Intormaiion

From To

(Name of Institution)

(month & year) (month & yzar)

{Address of Institutinz)

(Account Number)

From To

(Name of Tnstitution)

(month & year) (month & year)

(Address of Institution)

{Account Number)

From

(Name of Institution)

To
(month & year) (month & year)

(Address of Institution)

{Account Number)

Lile Insurance Information

Date Issued

(Name of Compuny

{Address of Company)

(Type of Policy)

(Name of Agent)

(Policy Number)

Duate Issued

{Name of Company)

(Address of Company)

(Type of Policy)

(Name of Agert)

(Policy Number)

(Name of Compavny;

(Address of "ompany)

‘Tyre of Policy)

(Name of Agent)

‘" {Policy Number)

BS
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Auto Insurance Information

From To
(Name of Company) (month & year) (month & year)
(Address of Company) (Policy Number)
(Name or Names of Agents)
. From To
(Name of Company) (month & year) (month & year)
{Address of Company) (Policy Number)
(Name or Names of Agents)
Prom To
(Name of Company) (month & year) (month & year)
(Address of Company) (Policy Number)

(Name or Names of Agents)

Property Insurance Information

Date Issued
(Name of Company)
(Address of Company) (Policy Number)
(Name or Names of Agents)
Date Issued
(Name of Company)
(Address of Company) (Policy Number)

(Name or Names of Agents)
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Oudividual values
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Looking at what’s important—to you

An individual's attitudes often have a great effect on the sat-
isfaction he gets from his lifz or his job., No two people are alike;
they are mainly different from the standpoint of what they regard (o

be important for their own satisfaction.,
On the following pages you will find an attitude survey., It is

not a test -- there are no right or wrong answers. It is designed to

be used only by you to assess and reflect on your attitudes towards
work.
Before comoleting the survey, state your career choice below:

This is the way I want to earn my living;

I want to be or do:

With this career choice in mind, give your work preferences on
the following nages.
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10A

10B

11A

11B
2A
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12B

13A

13B

I would like to work at a job which can be done out~of-doors
(weather permitting).

I would like to work at a job which will be done primarily
inside,

I would enjoy a job which required a great deal of traveling.

I would not want a job which required a great deal of traveling,

The community or area in which I want to live is more important
than the type of work I want to do.

The type of work I want to do is more important than the community
in which I live.

I prefer to be paid on a regular salary either on an hourly,
weekly, monthly or yearly basis.

I am willing to be paid on the basis of how much value I con~
tribute to the company -~ either piecework, commission or
productivity.

I prefer a job which I can perform primarily with my hands.

I prefer a job which requires me to use my mind a great deal of
the time.

I would prefer to be self-employed.

I would prefer to work for someone else.

I would like to be in a supervisory positione.

I am not interested in the responsibilities of being a supervisor,
I would like to work for a large company (over 200 employees).

I would like to work in a small company (undcr 200 employees ).

My main interest in working is to make a great deal of money.

My main interests in working are to provide for my basic needs
and to let me enjoy my leisure time pursuits. s

I would like to plan a career in which I could always take care of
my own or my family's needs.

I consider my plans to work only in terms of providing immediate
income and not in the sense of developing a life long career.

I am willing to comit myself to an educational program beyong
high school to prepare me for my career choice,

I plan to enter work directly out of high school,

I would like to work in a situation where there is a lot of inter-
action among the workers,

I would like to work at a Job where there is little interaction
among the workers as a part of their worke.

I enjoy working at a job where I have to meet with and help
the publie,

I prefer working in a situation where I do not have to work with
customers and I associate primarily with my co-workers.

22
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14A T would like a job where I am told exactly what is expected
of me, and there are definite procedures to follow to do
my worke

14B I would like a job where I am expected to develop my own
solutions to those problems given me, or I am expected to
devise my own procedures for performing my work.

15A I would enjoy a job where my work can be completed during
regular working hours and I can use my leisure time for other
activities,

15B I would enjoy a job where I would be expected to make my
work a part of my total life pattern both during and after
regular working hours,

4
!



4] Q 0 =
age3| 8¥8| 8§83
Qg E g b < 3 P
OH-SU) ® o u am 0
B c+ o o
up-g_m 3D oo
o < (34 [0 BN <4 Q ‘It
® o ot o) o ngc"
N O W e 0 K
o R O oot o t)g_n
o g - -
T B o0 8 5 A
o0 o [ 2 I ¢/] l—JO(D
5aszl " U= 8%«
o 0 00 0 =0
* 9 mE S e 200 c
"B 5| SREE
4 oa
Q
ct
1A Work outdoors
1B Work inside
28 Extensive travel
2B Limited or not travel
3A location important
3B Work outweighs location
LA Prefer regular salary
LB Compensation by productivity

5A
5B

Maru1l work
Intellectual work

6A
6B

Prefer self-employment
Prefer working for someone

7
f

Like to supervise

7B Prefer not to supervise

8A Prefer large company

8B Prefer small company

GA High earnings important

98B Iarnings nct of primary importance
10A ‘ork regarded as career

10B ‘iork regarded for supvlemental needs
11A Post high education planned
11B Immediate emvloyment desired
12A Prefer co-worker social interaction
12B Prefer little co-worker social interaction
13A ‘\lork with oublic

132 Dislike oublic contact
147 DPrefer exnlicit direction
14B  Like making vork decisions
15A Regular working h-urs
158 Total life career invclvement
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Homeroom observation

The following items should be considered when selecting a career

goal.
with similar interests.

Yhere I Want To Go
Choice of Occupation

General Nature of Vork

Duties and Responsibilities
Job Through Which I May Enter
Advancement Opportunities

Related Occupations to Which
I May Transfer

Immediate Employment Outlook
Possible Trent Next Ten Years
Beginning Salary

Salary Range

Fringe Benefits

Working Conditions
(pnysical surroundings)

Training Requirements:
Where
How Long
Cost

Other Requirements:
(license, special equipment, etc.)

Advantages — Disadvantages

25

This exercise can be done individually or as a group of students

What 1 Have To Offer
Favorite Subjects

Least Liked Subjects

Work Experience

Extra Curricular Activities
Hobbies

Physical:
Strength
Coordination
Dexterity

Mechanical Ability

Ability to Get Along With Others
Musical Ability

Artistic Ability

Verbal Ability

Numberical Ability

Intelligence
Health
Grooming
Manners

Voice Quality
English Usage
Industry
Stability
Cooperatior
Honesty
Punctuality






Where to look for work

Finding emoloyment is a orublem for nearly everyone, buil knowing
where to look for a job is the key to finding one. Here are the primary

sources for seeking emoloyment:

« Private emnloyment agencies,

. State employment service.

. Newspaver "helo wanted" advertisements,

. Visit places where you would like to work,
. Civil service announcements.

. Friends or relatives.

« School and college nlacement services.

Try to be at the locatinn when hiring is being done; be persistent -~
hang in there!

Here are some warning signs to observe in using these various em-
ployment avenues:

A private emnloyment agency deals in a service -- finding a job for
a fee. This fee is a vercent of your salary for a oredetermined period
of time, The employee usually nays this fee; in some cases the employer
does., Most orivate emvloyment agencies are reoutable, but their adver-
tising can be deceiving. Dull, nlain, underpaid jobs can be disguised
as glamorous '"public relations" jobs. After all, the private employment
agency has a product to sell, so there i+ bound to be a sales pitch,

The State Employment Service charges no fees for its placement ser-
vices, and the counselors are qualified to helo match the apbplicant to the
right job.

A blind ad is a classified "helo wanted" advertisement that gives

only sketchy information -~ never the name of the company placing the ad.




An example might be:

NO EXPERIENCE NECESSARY

Our men are averaging over $300 a week,
with our top men earning $500 or more.
Start now, we'll train you. Phone 886-9999

Many newspapers have policies that regulate classified advertising.
These oolicies usually include the following:

o Nature of the work must be specified in the ad.

o Sales ads must state basis of pay.

o Ads must state if any kind of investment is necessary.,

o Ads must not be misleading or misrepresent the amount
of money that can be earned.

Most ads appearing under the "help wanted" column are placed by
business firms seeking to fill specific positions and are written to
attract the right kind of applicant for the job.

Visiting places where you would like to work is an excellent way
to make positive contact with prospective employers, and frequently
results in employment for the job seeker. This kind of contact shows
resourcefulness on thc part of the applicant,

Civil service announcements from all levels of government give de-
tails about the job and outline the requirements for applicants. Civil
service announcements in a variety of job categories can be obtained from
city governments, state governments, and from the federal government.

Perhaps more jobs are filled by '"word of mouth" than in any other
way. It's beneficial to have friends or relatives in positions to hear
about job openings.

Schools and colleges also have job placement services, and handle
much of the detail and contact work for the job apriicant —— usually for
only a small fee.

27
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Writing the letter

The first sentence in a letter of application is the most important.
. Get right to the point; tell the employer why you are writing, Highlight
your qualifications by mentioning only one. Note in the first paragraph

that your personal data sheet is enclosed,

The last parzagraph of your letter should tell the employer what you
want him to do, and make it easy for him to act., For example, you might
say:. I would like to have a personal interview., You may reach me at
6£6~5555,

Consider all Aspects

A job applicant needs to take several factors into consideration.
For example, time the mailing of your letter so it will arrive in the
middie of the week, since Mondays and Fridays are usually the busiest
days in the personnel office,

Refine Your Letter

A prospective employer may discard your letter of application if
it lacks appeal. Be certain your letter:

. Is typed, if possible, and in proper form.

o Is neat and legible, whether typed or hand written.

o Is written in blue or black ink only.

o Is writtien on clean, plain white paper.

o Is not on odd-size, perfumed, or other unusual stationery.

o« That the envelooe matches the paper.

Things to Avoid in a Letter of Application

Certain information should not be included in a letter of application—
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information an employer doesn't nmeed or want and that won't benefit
you in any way. Here are some pointers:

About Yourself

- Don't go into detail about your abilities.

« Don't air personal gripes or secret ambitions.

o Don't talk about your experiences.

o Don't have the attitude that anyone owes you a job.

o Don't fill the page with information about your childhood.

o Don't talk about your military experience.

« Don't imply that you want the job simply because you need it.

About the Job

« Don't say you're not interested in money — who would believe
you anyway?
o Be loyal — don't criticize your job experiences.

About Other Things

o« Don't go into detail; be brief and to the point.
« Don't use postscripts.

o Don't try to impress with words or phrases.

« Don't include unrelated information,

o« Close the letter tactfully.

€
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Jogy w8 Teuter

Here is an example of a letter of application. The letter should never

be much ionger than this.

Street Address
City, State, & Zip Code
Date

Name of Person

Title

Name of Company

Street Address

City, State, & Zip Code

pesr Mr. :

Because I am interested in the newspaper business, I would like to
secure a position with your company as a proof reader.

I completed a course in journalism at Watertown Senior High School.
Cther information regarding my qualifications is outlined cn the en-
closed personal data sheet.

A personal interview would be sppreciated. You mey reach me at
886-LLLL,

Sineerely yours,

(your signature)

(If letter is typed,
type your na<e here)

Enc.

40




The Snvelope

Hobe O'Day
LLLO Dakota Dr.
Brookings, SD 57006

Mr. Foster E, Wilson
Director of Personnel

The Abercrombie Company

6195 South Hennepin Avenue
Minneapolis, Minnesota 55201

This envelosce is addressed in the proper form for a letter of
application. The addresses on the envelooe should be the same as
those on the letter. Abbreviations can be used in your own address,
but each word in the prospective employer's address should be written

oute
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Completing an application

. An application form, whether for a job or admission to a post-
secondary school, is important to the individual preparing it. In

- many cases the decision to consider an individual for a position is
based entirely on his application. If there are many applicants for
a jocb, an employer may narrow down the list according %o his impression
of the applications submitted. Therefore, an individual must present a
favorable impression through his application.

Following are some important hints which can be helpful in preparing

almost any kind of application forms:

o« Make certain that the finished application is as neat appearing
as possible, A soiled or wrinkled applicetion is often quickly
discarded. Double check to make sure that there are no errors
in spelling or grammar, Many potential employers use the ap-
pearance of the application as an initial screening method when
faced with a large number of applicants.

o Be sure to read carefully any directions which might accompany
an application., Complete all information requested in the form.
Even if a particular section of the application does not apply
to you, be certain that you acknowledge that it does not apply.

o Remember that an application, even though its format may be quite
structured, provides you with the opportunity to emphasize your
assets. Do not downgrade your abilities or achievements if they

. are pertinent to the position for which you are applying, At
the same time, however, avoid cluttering an application with
personal information that would be of little or no interest to
the potential employer.
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Always be honest and candid when comhleting an apolication.
Even if your nast contains events which you would rather not
discuss, don't try to cover them up. Past mistakes may well
disrupt consideration of your application. But this problem
is far less serious than actually being hired for a job only
to have your employer discover that you lied to him on your

application,
A copy of all correspondence should be kept on file.

Be fully prepared to complete the application. Some of the
information that will be needed includes:

Social Security number
names and addresses of references
photographs, to submit upon request
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Example of Application for imployment

Position Applied For
Date

Jocial Security #

Name Age Sex
{last) (first) {middle)

Present Address

(street) {city) (state) (zip)
Permanent Address

(street) (city) Tstate) (zip)
Teleophone Number Marital Status Number c¢f Children
Date of Birth Height Weight
Color of Hair Color of Eyes

Name and position of relatives working for cur compary

|

. iy s . l

Have you ever applied for a position with our company before? |
|

|

|

|

|

|

|

Education:

Name and Location of Schools Attended Dates Attended | Highest Grade
Completed,
Number of |
Hours or |
Degree 1

Lhat skills have you geveloped or what special abilities do you have?




Employment Record: (list last five employers, list recent first)

Date, Month Employer's Name Salary | Position { Reason for
and Year and Address Leaving

From
To

From
To

From
To

From
To

For reference purposes, may we contact your present or last employer?

Personal References: (List the names o three people not related to you whom
you have known for at least one year and who would be
familiar with your work habits)

Name and Address Business and Position Business Phone

List any of your hobbies, activities and awards that might pertain to the
type of employment you are seeking:

Health Record:
List any physical defects and indicate if corrected.

List any major illnesses you have had in the last five years

How many days of work did you miss during the last year because of illness?

Signature
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Writing the resume’

Although similar in nature, a resume' should not be confused with
an application, A resume' is prepared by an individual as an initial
"gelling tool" about himself for a potential employer. It will frequently
be submitted BEFORE an individual completes a formal application or has a
personal interview,

Generally speaking, an original copy resume' should be prepared for
each specific job inquiry. In some cases, however, an individual may wish
to prepare a comprehensive resume' to be reproduced in quantity and sub-
mitted to a variety of different potential employers. In either instance,
two basic rules should be followed:

o A resume' should be limited if possible to two pages unless = re
information is specifically requested by an employer,

. Any resume' should be accompanied by a cover letter of not more
than one page designed to relate specifically to one employer and

one work position.

Most resume's contain basically the same categories of information.
These include:

. Personal information, such as name, address, age, height, weight,
health, marital status, sexe ’
. Education, including high school and courses from which you gradu- |
ated, honors, extra-curricular activities, and related courses. 1
» IExperiencee.
o Outside interests. |
o References.
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Even though these categories remain essentially the sanc, their

content will probably vary considerably, depending upon an individualts
age, experience, educational achievemsnt, and — most importantly —— the
position for which he is appiying. Therefore, a number of variables must

be taken into account:

Personal Information

Too much personal information is often included in a resume'.
Beyond your name, address, age, height, weight, health, marital
status, and sex, little additional information is necessary or de-
sirables There is no need tn include your spouse's name, the names
cf any children or siblings, your parents' names, etc. Even though
it is legally not necessary to include your age or sex, to exclude
either might lead a potential employer to think that you are trying
to hide sumething.

FEducation

The length and content of this section depends on where you
are in life. The younger you are the less experience you have, and
the more detailed you should be abcut your education. Especially
if you are applying for your first full-time job, you should develop
in reasonable detail a description of those educational programs
which you have completed and which would be related to the position
you're applying for. This should be done also 1f you are epplying
for aumission to a specific department or program in a post-secondary

school program.

Experience .

As with education, the way you outline your experience will be

closely relatea to the amcunt of work experience you have had. Once . 1
you have developed a history of full-time work experience, you should ‘

include information only about those full-time positions., If you have

49 7
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the four or five most recent cnes, 0Ox you may include only those
jobs which woulc be directly related to the position for which you
are applying. If you are just starting your career, it is quite
prooer and advantageous to include at least your most recent part-
time jobs. In detailing your work experience, be sure to include

the following:

. Name and address of the company for which you worked.

o Name of the position you held,

« The starting and leaving dates of the job.

. A description of your duties if it seems pertinent to
your application.

o Your reason for leaving,

Outside Interests

It is in this section that many people tend to give too much
information. A potential employer is interested in your outside
interests only as they may be related to your performance as an
employee. Leadership roles in a school, civic, social, or church
organizations would probably be of interest. Your membership in
a square—dancing club, by itself, would probably be of little interest.
An exception to this approach might be found in a resume’ prepared to
accompany an application to a college. In this case there would
probably be greater interest in all of your activities to give more

insight into your personality.

References

Be sure Lo contact anyone you want to use as a reference before
you submit his name, and request his permission to do so. Any-.ae
reading a resume' will assume “hat you have used as references persons
who will respond favorably to you. Make sure this is the casee. Re-
member, however, that relatives are not considered reliable references,
even if you have uorked for theme Try to balance your choice of
references to include peonle who know you well on both a personal and

and occupational basis. Keep in mind, however, that even though a
38
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co~-worker may provide a well-written reference, his comments may not carry
as much weight as those of a foreman or supervisor who may not know you as

Well nersonally.

Include here only those skills which are directly or indirectly related
to the position for which you are applying. Even if you were a skilled plumber,
this information would hardly be pertinent if you were seeking a job as a bus
driver. However, typing skills could be important in being considered for a
Jjob as a journaliste Special care should be taken in preparing this section
if you are planning to change the direction of your career. For instance, if
you are now employed as a school teacher and you are seeking a position as
farm manager, you should be able to demonstrate a background of at lease some
skills related to farm management,




Example of a Personal Resume'!

Personal Information

Name John W. Barlie
Address 428 Oak, Kampeska Village, S. Dak.
Telephone (605) 886-0101
Height 6 feet, 1 inch
General Health Excellent
Marital Status Single
Education
Graduated from Kampeska Village High School, 1974, in upper 15%
of class,.

Specialized high school courses included vocational agriculture,
four years; distributive education; typing; business law; advanced
speech; journalism,

Presently enrolled in first year of two-year Agri-Business program
at Lake Area Vocational-Technical School, Watertown, S. Dak.

Honors and Awards
Future Farmers of American State Farmer Award, 1973.
High School honor roll, four years.
American Legion Award Winner, 1972.
Boys State representative, 1972,

Extra~Curricular Activities (high school)
Future Farmers of America, four years; football, three years;
Junior class play; school newspapers

Experience
General farm worker, three years.

Distributive Education student at Tractor Supply Co,.,
Watertown, S, Dak., one year,

40
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Seed laboratory assistant, Dakota Seed and Grain Co.,
Watertown, S, Dake., one summer,

On-job training, Trisco Milling Co., Sioux Falls, S. Dak.,
in conjunction with present course at the Lake Area Vocational-
Technical School,

Qutside Interests
Member of a 4~H club since age 9.
City league basketball.

References
Quincy Johnson, manager, Tractor Supply Co., Watertown, S. Dak.
George Agrimar, manager, Dakota Seed and Grain Co., Watertown, S, Dak.
Arnola eedman, manager, Trisco Milling Co., Sioux Falls, S. Dak.

Special Skills
Typing ability, 45 words per minute, electric or manual machines,
Licensed automobile driver. Can operate trucks, forklift, and most

agricultural equipment.
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Job interviews

People are hired because employers need certain services performed,
not because people need jobs. So you must think in terms of your value
to a prospective employer,

An interview helps both the employer and the employee get a close
look at and gain an understanding of each other, and find out if it's to
their mutual advantage to work Logether, The employer wants to find out
what your personality is like, how you look and feel, what you say, and
what you do.

Your personality is the sum total of what you are; no two people
have the same personality pattcrn. Personal appearance is an important
part of your personzlity, and is subject to your control. A clue to ap-
propriate dress during an incerview is what you would wear on the job you
are seeking; but cleanliness and neatness is a must in any case. It's
important that your clothing fit your body, your total personality, and
the kind of work you're applying for.

What you =ay, how you act, and your expression quite accurately
reflect the way you feel. Be a good listener, interested and enthusiastice
Control the tone of your voice, speak clearly, and use correct grammare
Be sure that what you say and the questions you ask are important and
related to the interview. How you act is also an excellent personality
indicator. So be yourself, relax, and cultivate a friendly manner to

help you meet people easily without being nervous.

Arranging a Job Interview

Common ways to arrange a job interview are the letter of appii-
cation, personal contact, and telephoning.

o« The letter of application should be well organized, interesting,

w1
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Aruitoxt provided by Eic:

and necie Jeontencss oshould be short and to the nointe
Your letter can hel~ nroject you as a positive self-
confident »erson. .evieu the information on letter

writing coverea earlier in this book.

Personzl contact is an excellent way to arrange for a
Job interview. It is effective, since meeting the
employer or his secretary in rerson ahead of the inter—
view provides an opportuniiy to make that important first
impression and possibly uv> z2t some preliminary items
taken care of, An employer likes to have a completed
application in hand during the interview, and this
personal call is an excellent vay to pick up an appli-
cation blank and printed information about the company.
Calling in person is also a quicker and surer way to
get a job, since it is more difficult for 2n employer
to turn away a personal calier than to sizy "no" by

letter or by telephore.

The telephone can be an =ffective way to get an inter—
view, however, when personal calls are not practical.
The caller must know what he wants to say, and must
speax clearly and with confidencc. Gourtesy and a

businesslixe manner are impcriant.

Always say that you orefer a personal interview if the
ay J you
person y»u are calling att2mpts to conduct an interview

over the telenhone.

Be sure you !mow the interviewer's name and how to
pronounce it, and his title. Also be certain of the
time and place »f the interview. Make notes to prevent

forgetting information and having to call back.

Cnce tno interview apnoiniment is made, thank the person

and close the conversation,
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Preparing for a2 Job Intervieu

The applicant who is prepared for an interview is the one
most likely to be hirede The following points may help you hold

a successful Jjob interview:

. Learn all you can about the company — its products or
services, kinds of jobs available, hiring policies and
practices. Have an idea of the salary scale for the job

you are seeking. Keep the interviewer's name in mind.

o Have with you the information a prospective employer will
expect you to have. This includes a personal data sheet,
work and school records, references who know your work and
character, your social security card, diplomas or other
evidence of education and training, and other information
that might be important to the employer.

. Be ready to state what you have to oifer an employer.
Outlire the training you have had, the kind of job you
want, what youa can do, arnd what you have done.

o Have clearly in mind the reasons why you want to work fer
the company interviewing you. Try to match your skills
and interests with the needs of the ébmpany. Keep in mind

the opportunities you see for yourself.

. Be appropriately dressed and groomed, well rested, and
display a nealthy attitude. Arrive a few minutes early,
carry a pen, and go alone. Having a friend or relative
along shows a lack of confidence, and might keep you from
getting that job. Be yourself and be confident.

. Be courteous and sincere from the moment you arrive for the
interview. The receptionist or secretary is often asked

her opinion of an applicant.

. Creating a good impression lies in being friendly without

Iy
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being talkative; being patient if you have to wait. Give
the receptionist your name and the name of the person you

are to ~ee, explaining that you have an interview appointment.
Don't be fidgety or chew gum. Look and act your best.

During the Interview

Introduce yourself to the intverviewer if the secretary doesn't,
and remind him why you are there and tell him the specific job or
kind of work you are seeking., Give brief answers to questions, and
don't stray from the subjecte You will usually have an opportunity
to ask questions near the end of the interview. Questions you might
ask could concern what the job involves, advancement opportunities,
salary, working hours, vacation and sick leave, insurance and other
fringe benefits. Don't linger when the interview ends; thank the
individual 2nd leave.

What to Do

Here are some hints on what you should do and how you should act
during a job interviewe.

Be yourself — be natural, as poised as possible. Sell your
qualifications, not your need for the job. Look and be pleasant,
and speak clearly. Look at the interviewer and answer all questions —
even if they seem too personal. Let the interviewer lead the dis-
cussion and control the interview,

Be realistic concerning salary. Don't give the impression that
salary is your only interest; save this topic until last. But if
the end of the interview is nesar and salary has not beer discussed,
ask what the salary range is and then pinpoint what your salary would
be if hired.

Sell yourself to the interviewer by focusing attention on your
strong points, but don't hide your limitations. Tell what you are
doing to improve yourselfe. GS5tress your interest in your worke

Thank the interviewer as you leave, and write down the time and
place of future contacts concerning the job you're applying for,




Be sure you understanu if you are to be employed or given further

consideratione.

Questions You Might Be Asked
A professional interviewer is likely to ask many more questions

than will the proprielor of a small business. Every interview situ-
ation is different. Some will be long, others short. Some interviewers
will want to learn as much as possible about the applicant, others may
seek minimal information,

Here are some examples of questions an interviewer might ask:

« What would you like to be doing five years from now?

. How much money do you want to be making when you're 35%

. What has your job experience taught you?

o Tell me about yourself.

o lihat hobbies do you have?

o Would you rather work alone or with others?

o Uhat kind of boss would you like to have?

o vhat did you like about your last job, and why did you leave?

. Which courses did you like best and least in school?

o ihat kind of job do you want?

. wWhat are your qualifications for this kind of work?

. hy would you like to work for this company?

. ‘hat are your thoughts on salary?
L6



t{hat an Emcloyer Looks For

An employer is interested in you as a person — your appearance,
your personality and character, your interests and activities, and how
you express yourself,

Health, grooming, dress, and enthusiasm combine in your personal
appearance, Personality and character are reflected in maturity, friendli-
ness, sincerity, poise, self confidence, and in several other traits.

Personal interests and activities involve your hobbies, cultural and
recreational interests, participation in community affairs, and awareness
of current news events.

Keys to self expression are the ability to think and speak clearly,
preparation, response to questions, and the questions you ask.

When the Interview is Over
Several things need to be done after an interview. If an individual

told you about the job opening, you should tell him about the outcome of
the interview. The prospective employer should be sent a brief letter
thanking him for the interview. Again express your interest in the Jjob,
if you are still interested. If hired, say that you are looking forward
to starting work for that firm at the designated time.

References also deserve a written or personal thank you for their
services. If an employer follows up the interview with a letter offering
employment, respond at once with your answer of acceptance or rejection,
Give your reasons why you are or are not accepting the job,

When other employment is accepted, notify the other firm you applied
with as well as the person who referred you.

If you don't get the job you applied for, and this may be the case,
evaluate the interview and try to see what changes or improvements you need
to make for future job interviews. It takes determination to find the kind

of Jjob you want.

L7
GO




An interview follow-up letter should be brief and simple,

It could be written in this format:

Yo r Address
Civy, State
Da.e

Interviewer's Name
Company Name
Street Address
City, State, Zip
Dear Mrs. Parks:

Thank you for the time and consideration given me during
the job interview Wednesday afternoon,

The secretarial position we discussed interests me very
much, and I feel that I can be of service to your company.

I hope that you will consider my qualifications.

Sincerely yours,

(your signature)

(If letter is t , type
your name here

I
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What to expect on the job

It is normal to have some fear, aprrehension or ''mervousness"
about beginning new employment. But there is usually little reason
for such feeling, as most emnloyers are careful to introduce new help
to their duties and to their fellow workers.

As a new employee, you can expect the following from your employer:

. An explanation of all rules and regulations affecting you.

. Introduction to other cmployees.

. Information about the cmount and kind of work you are expected

to do, and how it is to be done.

. Information about hours, vay, vacations, fringe benefits, etc.
. Loyalty to employers, which may include penalties or discipline
for being late, disregarding safety rules, ond for disobeying

order e
. Treatment as an individual, with criticism given privately in
a courte us, heloful manner.

Since some employers are more thoughtful and considerate than others,
there is bound to be variation in the way employees are handled. Regardless
of the circunstances, build a good work record and earn a good recommendation
for a better jcbe Ard it's aluays unwise to quit one job before a better one
is in hand,




What to do on the job

o« Always be ahead of time,

o Give value plus in exchange for your salary,

« Do your best.

o« Stick to the job and keep busy.

» Get enough rest to do your work well.

o« Learn the names of fellow workers and key
peorle in the organization.

o Be patient.

e Learn your job before seeking advancement.

o Listen to and follow instructions.

« Observe how other employees do their jobs
and ask them for suggestions and help when
needed.,

o« Learn the rules and regulations of the
organization.

o« Have a plan of operation — by systematice.

. Be an attractive and agreeable person.

. Keep clean, neat, and well groomed.

« Control your emotions.,

« Don't neglect tact and courtesy.

o Have a positive attitude at all times.
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Getting a raise or promotion

It takes time, hard work, determination, and initiative to get a raise

or promotion, The fol owing steps can help you get a salary increase or

a better job within an organization:

Have evidence of the quality and quantity of your work.
Show how you have benefited the organization, and how

you have advanced in performing your duties.

Explain why you like your job and why your performance
merits advancement consideration.

Your past performance must demonstrate your ability to

get along well with others.

Be specilic in what kind of promotion or salary increase
ycu want., Your desires must be in line with your interests,

experience, and preparation.

Most jobs have possibilities that may not be apparent to the employee.

An employer often points out these possibilities when a raise or promotion
is requested, rather than gr.:ating the request outright, The request may
be met by a modification or with a propossl for a salary increase or pro-
motion sometime in the future. It is usually best to accept such an offer.
And the employee should also be prepared to hear "no" for answer,
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How to leave a job

Leaving a job is much more than Jjust quitting. You will gain an
enployer's lasting respect by showing him the same consideration you
would want if you were to be dismissed from a job. Your past employer's
good will is necessary when it comes to getting a new Jjob. His recom-
mendation is important. And who knows, yor might want to work for him
again sometime! Future employers are always interected in your past em—
ployment, and the way you leave a job forms an important part of your work
record.

Here are some things that should be considered when leaving a job:

« Tell your employer, either orally or in writing, when
you plan to leave.

o Most employers expect a notice of two weeks or more.
One week is probably minimum notice for leaving any
jobe The employer needs to find and sometimes train
a person to fill your job when you leave.

o Give your reason for leaving. Rather than giving a
negative, fault-finding rzason, it is usually better
to express a positive reaso., This could be your desire
for more advancement opportunity, an opportunity to earn
more money, or a decision to change occupations or get

additional education.

« Tell your employer about the knowledge and experience
you have gained working for him.

. Express your appreciation for the opportunity to have
worked for you: employer — regardless of your reason

for leaving.




o when resignation is made by letter, it should be
typed on white paper and enclosed in an envelope

with the employer's or suvervisor's name-en it.

o« The letter should be personally given to the em-
ployer, and the employee should remain while it

is read. There will always be comments,

. Here are some do's to remember when resigning

from a job:

tell why you are leaving

do as good a job on your last days as on your first
express your appreciation

tell the things you liked about the job

see your employer on your final day of work

e And here are some don'ts:

don't "tell anyone off" or express dissatisfaction
don't criticize your employer to anyone
don't slack off in your work after you resign

£



Letter of Resignation

To: Steven .. Smitn

From: Susan Johnson

Date: September 3, 1973
Subject: Resignation as 3Secretary

This is to inform you of my resignation as receptionist and termination
of employment with the Ralston Company effective Friday, September 13,
1973,

While I have enjoyed my duties and my association with Ralstoi, I have
decided that I can best reach my personal goals by returning to the
University this term to further my education.

My experience with the Raiston Company will be valuable to me in any
future work situation, 1 appreciate the opportunities for work and
learning wixich my association with Ralston gave me.

Sincerely yours,

(your signature)

(if letter typed, type
your name here)
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Determining take-home pay

Take-home pay is the actual amount of your pay check after all
deductions have been made. The salary suffers several blows, including
taxes, insurance, dues, and retirement. All of these withholdings sub-
tracted from the gross salary results in the net, or take-home pay.

Take-home pay can be determined by this chart:

Gross Salaryeeccecceseccccssccceccccsccsscsscscsccccsccscscsce $ .

(use wage/hour times number of hours in average work -

week; weekly wage; bi-weekly wage; or month wage.)

Federal Income TaXeeveooooesesecessccscee $ .
(rates available from employer)

State Income TaXeeeeeeeoosssccscccccsccccee $ .
(rates available from employer)

FeIeCeAe (SOCial Security)...........nn $ .
(rates available from employer)

Your share of group insuranc€eececcccccee $ .
(rates available from employer)

Union or other du€Seecessccccecsccsccesces $ .
(rates available frcm employer)

Company Retirementecececccscscccccssccecs $ .
(rates available from employer)

Other............G....................... $ L]

(depending on company)

Total Withheldeececoococee 3 .

Net Take~Home Payeosececee $ .
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Balancing a monthly budget

Take-home pay, plus any other individual or family incowe, is
the basis for formulating and balancing a monthly budget.

A new budget should be written as income, family, life style,
installment loans, and other factors change.

The following schedule is helpful in plamning a budget. The
budget items for each situation will vary, however. For example,
your budget wight also include savings and a fund for emergencies.
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Balancing a Monthly Budget

Net‘ Take Home Pay.................................0...............$

(Based on an average monthly income; and including spouse's

income, if any.)

Subtract the following recurring expenses:

Rent’ Or Mongage................................

*Average utilities bill..........................
(divide total yearly costs by 12)

Average food COStSeesceccccccscsccessccscccccnee
Average medical and dental cOStSeescceccsscccsce
Average cost of furniture and applianceSecececcece
Payment on €ar(S)ecececscccccccccccsscssssossscse
Average auto maintenancCeeeccccccccccccccccsccsss

Average Wardrobe COSteeesessecscsscsccscccccsnce
(include cleaning expenses)

Average insurance paymentS.o.ooooooooooooooooo.o
(include all types not accounted
for elsewhere)

Average DonatioNnSeesecececccescecccscssccccscsas
(include all types not accounted
for elsewhere{

Cost of _Dublications............................
(include newspapers, magazines and books)

Taxes and wvehicular licCenseSe.eceescecscsccccccses
(include all taxes nct accounted
for elsewhere)

Inan Paments..................(‘................
(include all loan payments not
accounted for elsewhere)

*Include, among scthers: electricity, heat,
telepchone, sewer, water, garbage pick-up
and gas.

o
S
S___.

Total........................

Amount re-aining for

leisure and savingSeeesssscss $
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Information of interest to juniors

The junior year is a time for planrning., Those giving any consideration
at all to attending college should select their remaining high school courses
accordingly, in keeping with graduation requirements. The American College
Test (ACT) and the Scholastic Aptitude Test (SAT) should be taken.

Those considering a vocational-technical school should arrange to take
the General Aptitude Test Battery (GATB).

Financial aids should be investigated. Information on various schools
and courses should be obtained. As much information as possible pertaining
tc your career interests should be examinede Your counselor can assist you

in all of these areas.
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Aruitoxt provided by Eic:

Pegt-High O~hnol Planning

Juniors seriocusly considering entering college should plan to take the
National Merit Tectu.

Date of thisz test

Cost

Juniors planning t. attent a college within this state may take the American
College Test (ACT) durinz the suvring of itheir junior year. This test is
given five times during the year. Herm:ily tais test is given auring the
months of Cctober, December, February, irril and July.

Please note: DIADLIV. for remstration 15 about six weeks before the test

date.

Test dates this year

Registration Deadlines

Cost Senool Code hurbmer L2007420

Students planning to attend an out «t state college may be required the

3cholastic Aptitude

Tect the colilare oY yous cheice requires

- i e V- R C
i2st dates of e a7 terL Lnis year

Jost yohe, Lo Mlumber L20335

Studenss Clonniac cocoander LYo, aitiv.rye service should take the Military
Cecus=tion.i 1w .o durine thelr senisr year. There is NO cost for
this test. otudorss  lannore~ oo athna a vocabional-technical school or
to entor omelaymont ColLonlne STagunL. v shonld bake the fieneral Antitude

navtery (GVS ) cur ns tieir Gunsor or senior yeare There is NO cost
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1
(4]
cr

V4



_d are tvailible o students olanning vo atiend

“Many sources of rinencini al

& post secondary schidl,  suart planning this yeare This book contains a

sectlon un scholarsh! 5 ana financial alds. Jee a counselor for more spe-
cific informaticne

4 . - \ I - .
Yany times you will be ~oxed to furnish a ivranscrint (a2 copy of your school

record) to in emnloyer, the military, or a schouvl. This is the way to obtain

& transcravt:

Should you wish Lo obtain informaiion concerning a school, a sample letter

is enclased.
During sour senior year you are encouraged to visit the college or school

in which you have an interest. This is the school policy regarding these

visitations:

Consider the various tyves of information that would be of interest to

emoloyers, the military, or schools and cdlleges.

el
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200 Ninth Street, No.E.
Watertown, South Dakota
December 10, 19__

Director of Admissions
Name of College (or Vocational School)
City, State, Zip

Dear Sir:

I am a student at Watertown High School and expect to graduate in

June 19 . I am interested in your school and would appreciate
receiving a blulletin of information and the necessary forms for filing
an application for admission. I am considering

as my major field of study.
Sincerely yours,
(your signature)

(If letter is t , type
your name here

Paragraph 2 (if needed)
Also please send application blanks needed in applying for:

l. Scholarships

2. National Direct student loans

3. Part time employment

Le Educational opportunity grants

5. Federally Insured Bank Loan

(You may only want one of the above listed).
Sincerely yours,
(your signature)

(If letter is t , type
your name here
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Charting your post-graduation plans

41thougn the »lans of peonle in any high school gradua%ing class
Lvill vary widely, the immediate future for the majority of the graduates
vill encomnass four general areas: college, vocational-technical school,
Jjob enury, and military service.

To fit into any of these categories, personal information must be
available, tests must be taken, and, for continued education, financial
arrangements must be made. On the following nages is a checklist for

each category.
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College and University Scholarship

and Financial Aid Information

Every year many high school graduates do not go on to college because
of "financial hardships." Although these studerts have a strong desire to
go to college, many of them do not so much as fill out an application form
because they feel financing would be too much of a burden,

If you feel that you are one of these students, why not consider the
following before making a final decision?

Scholarships are often awarded to "deserving students.”" But what many
students are not aware of is the fact that a great number of scholarships
need to be applied for.

Applications for scholarships should be submitted during the first se~
mester of the high school senior year. Since most scholarships are granted

by March 15, it is to the student's advantage to apply in December or January.
New scholarships are constantly made available by interested persons and

organizations.

To apply for a scholarship obtain an application blank by writing to the

Financial Aids Office at the school (s) of your choice.
To be considered for financial assistance other then through scholar-

ships, a student must:
« Take the American College Test (ACT) in the jumior or senior yecar.

o« Have his or her parents file a Family Financial Statement with the
American College Testing Program.

o Receive the recommendation of his principal, counselor or super-

intendent.

« In special fields of study, meet the eligibility established by
the college or department.

« Submit an application for financial aid properly marked for the type

or types of assistance for which you are. applying by March l.
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Financi wooiutance for ¢nl"esc con come fram fness sources:

« Federslly Tnsured 3snk Loans.

Amount: Undergraduates may borrow up to 32,500 a year from a
. local lender (banks, savings and loan associations, and credit

unions ).

Interest: No loan will bear more than 7 per cent simple intereste.
Interest begins at the time of the loan. For a student who qual-
ifies under federal law, the federal government will pay the 7

per cent interest while the student is in school.

Repayment: Repayment begins between 9 and 12 months after grad-
uation or withdrawale The minimum repayment is 3$30 per month,

« Student Zmployment Opportunities.

A large number or students may earn part of their expenses through
the work-study program,

For students not eligible under the work-study program, most colleges
and universities maintain an employment service listing Jjobs boch

on and off campus.

. National Direct 3iudent Loan.

Amount: Undergraduates may borrow up to $1,000 in a school year

and up to $5,000 for undergraduate worke

- Interest: Interer on the loan is 3 per cent per year on the

unpaid balance, ¢ Hegins 9 months after graduation.

Qepayment: it the end of one year after graduation, repayments
with interest »re L ° be made juarterly and mey be extended over

10 years, excent that the instititinn may require 4 repayment of

L, =9
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nc lecs then Ul5 rer monthe

Cancellation: Teachers of handicapped students and of disadvantaged
students as well as law enforcement graduates may cancel 100 »er cent

of this loan,

Payments may be deferred for 3 years during membership in VISTA, e

Peace Corps, or the military service, Payments are also deferred for
graduate worke

« Vocational Rehabilitation

« JService to Visually Handicapped

« Social Security

« Veterans Administration - War Orphan Assistance

o iducational Opportunity Grants

Amount: Grants range from $200 to $1,500 but can be no more than one
half the total assistance given a student. The grant must be matched
by the other aid (for example, matched with a scholarship loan or job).

Interest: None

Repayment: None

Renewal: Grants may be obtained up to 4L years provided a student
retains his need for the grant ard reapplies by March 1 of each year.

Tt is recommended that you contact your counselor for latest information.

86




These are my plans following graduation:

Fill in the information that applies to you.

College Job Entry

ACT Test Completed Social Security No.

SAT Test Completed GATB Test Completed
Financial Application Due Employment Security Reg.

Scholarship Information Due Birth Certificate

Entrance Application Sent Resume!
Transcript Requested Vocational-Technical School |
Social Security No, GATB Test Completed ;
Class Rank Transcript Requested |
Costs Entrance Application i
Room ard Board Sent, 1
Tuition Social Security No, |
Dues and Fees Financial Aid Information
Books Requested
Transportation Costs
Miscellaneous Room and Board
Military Tuition
GATB Test Completed Dues and Fees
Military Aptitude Test Books
Social Security No. Transportation
Miscellaneous

Birth Certificate
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Insurance

"Insurance" is a word that has different meanings to di“ferent
people in different situations, depending upon the present need for
coverage. But it always implies financial protection against some
kind of loss.

The various kinds of insurance include fire, casualty, auto-
mobile, household, life, accident, health or hospitalization, income
protection or disability, group life or health, and marine.

Most of the kinds of insurance that apply to personal use are
outlined here,

o Ordinary or Whole Life - provides insurance for life, it is
the basic form of "permanent" life insurance. Most other types of
iife insurance, such as policies where paymeni is limited to a specific
number of years, are a form of ordinary life insurance., It is usually
issued in amounts of $1,000 or more from ages O to 60 or beyond, de-
pending upon the company. It is used as financial protection against
premature death, and as a means of saving money for future emergencies
and tor retirement. That is, it builds "cash values" which the policy-
owner may borrow against during the life of the policy, or receive in
payments or as ; lump sum when the plan is terminated. Ordinary life
insurance is used for all types of business and personal needs.

. Term Life Insurance - Term insurance provides life insurance
only during the period of premium payment. It usually reduces in value
each year, and has no cash or other lasting values. However, "level"
term instveance, where the death benefit remains constant, is also availa-
ble and some companies have term insurance plans tha. ovuild some perma-—
nent value. Reducing term insurance is often purchased to provide cover-
age equal to the mortgage on a house, business, or other property. It
is also used to provide substantial amounts of low cost insurance pro-
tection on the breadwinner while the family is growing up. It is often
used by businesses and corporations to provide large amounts of life
insurance coverage for key people, Most term insurance can be converted

to some kind of permanent coverage.
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o J<ncowment - Pays a specific sum of money to the policyholder

at a specified date, For example, a $10,000 policy that endows

in 20 years will pay the pclicyholder $10,000 twenty years from

the date of purchase if he pays the premiums., 3ince it is one of
the forms of life insurance, it will pay the face or endowment
amount to a beneficiary if the polic;-holder dies prematurely.

o Group Life and Health — A group of persons, usually employees

of a business or public institution or members of an association,
can buy life and health insurance under one master policy. Under
this arrangement, the insurance compaiy must usually accept all
members of the group regardless of age or condition of health,
Group life insurance is usually term, provided at a very low coste
The healih insurance pays all or part of the cost of hospitalization,
surgery, or related medical care. An employer usually pays a portion
of tne cost of a group insurance plan. When an irdividual leaves the
group he is associated with he usually has the option of converting
his insurance to a private plan,

o« Health or Hospitalization ~ Pays all or part of the cost of
hospital room and board, surgery, doctor calls, and miscellaneous
medical expenses. There is a limit written into the policy stating
the maximum that will be paid for the covered services. A major
medical policy can be purchased separately or in conjunction with

a basic hospital policy. This will provide funds for health care
services up to a specified amount, such as $10,000 or $25,000.

o Accident Insurance - Provides a specified sum of money for
injuries and for treatment of these injuries., Often pays a stipu-
lated amount for loss of life or for loss of limbs or eyesight.

o« Income Protection or disability - Pays a set amount for a
specified pericd of time when the insured is unavle to perform

his usual work due to illness or accident. Payment begins at once
or some time after disability begins, depending upon ae plan that
was selected by the insured.

. Marine Insurance - Covers ships .ad their cargoes. Iniand
marine insurance has broad application, and covers small boats,

snowmobiles and miscellaneous vehicles, and even furs and jewelrye.
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Automobile Insurance

The automobile policy cnntains thousands of words to cover every
type of situation which might occur. The policy contains three basic
parts: Insuring Agreements, :ixclusions, and Conditions.

Insuring Agreements state just what the insuring comoany will do
for the insured under each coverage he carries.

Zxclusions tzll just what the policy will not do, or in what situ-
ations the coverage will not apply, Exclusions were once called the
"f:ne print,"” and some believed they were designed to take away coverage
that was given to them in large print. Hcwever, exclusions are usually
printed in the same type as the rest of the policy and they are accepted
as standard safeguards a.ainst situations for which the policy was not
intended to provide protection. Without these safeguards, insurance
costs would be prohibitive.

Conditions outline what the insured must do in certain instances.
They lay down the basic "ground rules" under which the policy will operate.

Coverages

. Liability - Bodily injury and property damage liability
insurance protects you if you are involved in an auto
accident in which another person is injured or killed,

or in which the property of someone else is damaged.

. Collision - Collision coverage pays for repairs to your
car when che damage is caused by collision with another

car or object or by upsetting.

. Medical Zxpense - Regardiess of fault, this coverage
pays doctor, dental, surgical, hospital, and other
medical bills for injuries sustained by you, other
members of your family, and guests while riding in

your car, ud to coverage limits.




-t

| o Comprehensive, Fire & Theft - Covers loss or damage
to your car from virtually every cause, except collision
or upset and normal wear and tear. A few examples of
this kind of coverage are damage from fire, storms,
falling trees or other objects, glass breakage, wild
or domestic animals, and flood.

o Uninsured Motorists - If you or members of your family
are injured in an auto accident caused by a negligent
uninsured motorist or a hit-and-rur driver, chances are
you will not be able to collect anything from that driver.
This kind of coverage pays what you are legally entitled
to receive for bodily injuries up to the limits specified
in the financial responsibility laws,

o Towing and Road Service - Reimburses a reasonable amount
for towing your car to a garage or for labor costs per-
formed at the place your car becomes disabled,

o Death, Dismemberment, and Disability - Pays a specified
sum of money, like life insurance, if you are killed in
an auto accident, or if you lose eyesight or limbs. Pays
a specified amount for certain fractures, and a weekly
amount for disability caused by an auto accident.

o Additional Expense Coverage - Pays a specified daily
amount while collision damage to your car is being
repairede Often pays such expenses as meals, car
rental, motel, and phone calls,
Auto insurance policies have become very broad, and can include cover-
ages not directly or only indirectly associated with driving. Some of these
coverages follow:

o Family and Residence Liability - Covers you and your
family living with you with protection against liability
claims resulting from almost any personal act. Covers for
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injuries received by visitors to your property, for accidents
caused by your children, pets, or other animals, and by your
narticination in sports such as hunting, fishing, or golfinge.

Provides reasonable medical payments.

Credit Card Forgery - Provides ccverage against forgeries in
connection with your credit cards, checks, and loss from ac-

ceriance of counterfeit mone;.
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Homeowners Fackage Folicy

Tnis tyne of coverage is given several names, such as fire cond
casualty or extended coverage, but it protects your home and possessions
against nearly every conceivable loss,

The New York Standard Fire Policy has been adopted in most of the
states, and is recognized as the basis for all American fire Insurance.

Protection afforded by the Standard Fire Policy includes fire,
lightning, and removal of property from premises endangered by the perils
insured against. It is a "named peril" policy; that is, it covers only
the perils set forth and named in the contract, subject to exclusions
and limitations. Loss settlement is usually based on actual cash valuc -
replacement cost less depreciation.

Fire, as a covered peril, must be "hostile" and there must be actual
ignition. As lorg as a fire serves a useful purpose and remains in the
place or contairer in which it was intended to remain it is termed a
"friendly" fire.

Even though the chance of fire loss is only one in a hundred, lending
institutions require fire insurance to protect both themselves and their
customers,

Exterded coverage goes beyond fire damage and includes damage or loss
caused by lightning, windstorms, hail, e.plosions, aircraft, smoke, vehicles,
collapse, falling objects, breakage of glass, weight ~f ice, snow, or sleet,
accidental discharge, leakage or cverflow, freezing, electrical damage, riot
or civil commotion, theft, and damage done by burgulars.

Most homeowner policies include personal and family liability protection,
Special amounts for certain property, such as money and coin collections,
securities, stamp collections, furs and jewelry, and sporting goods can be
included in most policies,

Since there is about a 50 percent chance that a homeowner will die
before his home is clear of debtt, most companies will issue a companion
"mortgage insurance" policy, actually a term life insurance policy, to
pay off the home in the event of deaths Many companies also write disability
. insurance coverage on the homeowner, so that a portion of his income will

continue if he becomes disabled.
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Actual Cash Value

Ad justor

Agent, General

hgent, Local

Aggraisqg

Assessment

Broker

Concurrent Insurance

‘s

Dpvidend

Double Indemnity

Endorsement

Face Amount

Insurance Terminology

Cost of replacement, less depreciation,

One who determines the liability of the
insurance company after a loss covered
by insurance,

Company representative in a large territory,
who supervises the company's tusiness within
that territory.

Repéesentative of a company who makes
contacts with insurable persons, and writes
policies.

One whose function it is to determine the
present value of property.

Additional premium, in the event that the
amount of the premium previously collected
is not sufficient to pay losses and expenses,

An individual or organization acting as a
representative of the insured and the
insurer in writing insurance contracts,

The petition or suit of an individual or
corporation to recover for a loss which may
come within the terms of a policy contracte.

Two or more insurance policies which cover
the vame interest in an identical property
to the same extient.

A refund to a policyholder of a part of his
premium not needed to pay his share of the
losses and expenses of the company.

A sum equal to twice the face amount of an
insurance policye.

A supplementary agreement attached to an
insurance policy for the purpose of changing
its conditions. or altering its coverage.

The amount stated in the peolicy as, the 1limit
of the insurance company's liabilfty.

To compensate ror loss actually sustained.
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Insurance

Inventory

Larceny

Legal Reserve

Liability

Liability Limits

Medical Benefits

Merii_HRating

Moral Hazard

Mutual Insurzance

Comgigz

Nonassessable Policy

Other Insurance Clause

Policyholder

Possession

Premium

The contraciu .. relationshin which exists
when cne party, in consideration of a fixed
sum, agress to rewmburse another for a loss
which may de ccused in the future by desig-
nated hazards. The term assurance, common
irn sngland, is gencrally ¢ nsiderea identical
with insurance,

A list of all articles involived, with ~octs
or valuation.

Unlawful taking orf tne oecrsonal preperty of
ancther.

Amount of money which the law recuire
insurance cnanary to keld in readines
claims,

S an
3

Any legally enforceable obligzation.

The sum or sums beyund which a liability
insurance comparyr doses not protect the
insured in any particula» policy.

Payment of ex.:nses -f n>dical care necessi-
tated by injuries sufrercd from insured
hazarase.

A reducticr o oremum aiowed a particular
insured because 27 gcod record,

Possibility o2 loss being caused by dis-
honesty or carelescacsc.

An incorp.ratod Imsurer withont capital
stocke.

An insuwssnes consract under the norms of
which the insur-d mny not be called upon
for any contributler ~n additior te his
premium,

s
Provision stating what ic v~ be done in
the event <hat another o nirazct embraces
the came 1r oerty owl hauera,

One to whom an iz ur-ce »licy has been
granted.

The right 4o hoid Tad ¢optrel oreneruy in
IS 1
A

L s et opecessarily imoly

Consiaerat; »r raild e wacurance neoteciione
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Principal

Principal Sum

Property Damage
Liabllity Insurance

Property Insurance

Public Liability
Insurance

Rate

ting Bureau

Reinsurance

Risk

Stated Limit

Waiver

The party whose action, honesty, or
responsibility is to be guaranteed.

Amount a health and accident policy
will pay in case of death, exclusive
of double indemnity, etc.

Protection against liability for
damage to the oroperty of others.

Protection which is concerned with

loss to vproperty.

Any form of coverage which protects
the insured against claims based upon

personal injury.

The agreed factor in determining an

insurance premiume

An organization which inspects properties
and hazards and publishes insurance rates.

An agreement by which one insuring company
reinsures its risk with another insuring
company known as the reinsurer.

Possible danger of injury; or the thing
‘s insured.,
Al

Fi%ed amounts in a policy beyond which
the insuring company will not be liable
in the event cf a claim,

Conscious surrender of a right that is known

to exist.
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Taxes and financial

The forms on the following pages represent the taxing and banking

situations that nearly all people encounter in their adult life.

are coded A through L for reference purposes,

A. BEmployee's Withholding Allowance Certificate,
Determines the number of allowances you can
claim Yor federal tax withholding purposes,
Estimates itemized deductions for the year
based on salary and on whether employee is
single, married with spouse not working, or
married with both Lusband and wife working.

Be Form W-4, Employee's Withholding Allowance
Certificate. Certificate for income tax with-
holding purposes that lists the total number
of allowances claimed, plus any additional
amount the employee is having withhheld from
his pay checke.

Ce Form W~4E, Exemption from Withholding of
Federal Income Tax. For use by employees
who had no tax liability during the past
year, and who expect to have none during

the current year.

D. Form W-2, Wage and Tax Statement, Issued
by employers to employees, with one copy
to be filed with Federal income tax return.

Lists wages and other compensation paid

They



&
L

Fe

G.

He

I,

Jo

K.

L.

during the rour, Federa’ ineome Withheld,

and FICA em»l vee tax withhelde Four copies
of the ..=2 form are made.

Short Form 1040A, Us. 3. Individual Income Tax
Return. An abbreviated tax return form for

taxpayers who do not wish to itemize deductionse.

Form 1040, U. 5o Individual Income Tax Return.

A detailed tax return form.

Form 1040, Scheuules A and B. Itemized de-

ductions and dividend and interest income.

Personal Proverty Tax Return, 3tate of South

Dakota list of taxable property.

Information for opening a bank checking

account.
Sample check with record keeping stub,
Sample bank account deposit slip.

Sample Personal bank promissory loan

notee.
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Employee’s Withholding Atlowance Certificate

The explanatory material below will help you determine your correct number of withholding
allowances, and will indicate whether you should complete the new Form W—4

How Many Withholding Allowances May You Claim?

Please use the schedule below to deic'mine the numter of allowances you may claim for tax withholding purposes.
In datermining the number, keep 1n mind these points. If you are singie and hold more than one job, you may not claim the
Same allowances with more than one employer at the same time; If you are married and both you and your wife or husband
are employed. you may not ciaim the same allowances with your employers at the same time A nonresident alien other
than a resident of Canada, Mexico or Puerto Rico may claim only one personal allowance.

Figure Your Total Withholding Aliowances Below

(a) Allowance for yourself—enter 1

(b) Allowance for your wife (husband)—enter 1 .

(c) Allowance for your age—If 65 or over—enter 1 . ..

(d) Aliowance for your wife's (husband's) age—if 65 or over—enter 1

(e) Allowance for bhindness (yourseif)—enter 1

() Allowarnce for blindriess (wife or husband)—enter 1 .

(8) Aliowance(s) for fependent(s)—you are entitled to claim an aliowance for each dependent you will be able
to claim on your Federal income tax return. Dc not include yourself or your wife (husband)* . .,

(h) Special withholding allowance—if you have only One job, and do not have a wife or husband who works—
enter 1 Lo W e .

(1) Total—add lines (a) through (h) above .

If you do not plan to itemize deductions on your income tax return, enter the number shown on line (1) on
line 1, Form W-4 below Skip iines (3) and (k).

(i) Allowance(s) for itenmized deductions-—tf you do p'an to iterrize deductions on your income tax return, enter
the number from line 5 of worksheet on back . J
(k) Total—add hnes (1) and {|) above Enter heie and on line 1, Form W-4 below .

*If you are in donbt as to whom you may claims as a dependent, see the instructions which came with your last Federal income tax return
or call your jocal Internal Revenue Serv ce off ce

See Table and Worksheet on Back if You Plan to Itemize Your Deductions
completing New Form W-4

It you find thet you are entitled to ore or more ailowances in addition to those wnich you are now claiming, please
increase your number of allowances by completirg the form below and filing with your employer. If the number of allowances
you previously claimed decreases, you must file ¢ new Form W-4 within 10 days. (Should you expect to owe more tax than
~it} b2 withheld, you may u  the same formi to increase ycur withholding by claiming fewer or ‘0 * allowances on line 1 or
by asking for additional wihholding on iine 2 or both )
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What If You Itemize Deductions?

If you expect to itemize deduct:ons on your income tax return, you may be entitled to claim one or morc additional
withholding allowances on hne ()) on page 1 You may claim one additional withholding allowance for each $750, or fraction
of $750, by which you expect your itemized deductions for the year to exceed the amounts shown in columns (A), (B), or
(C) below

Married empluyees Mamed employees (both

Estirmated Single with one job husband and wife working)

salanes and employees (wnfe or husband and employees working in

wages (wnth one job) is not working) more than one job
()] e (8) )
Under $8,000 . : .. . %1760 . e $1,700 . .. . . o« %1700
$8,000—10,000 Ce 1,800 Coe e . 1300. . . . . .o 2,000
10,000—12,000 . . . . . 2,200 . . .o 2200 ., . . . . .+ . 2,700
12,000—15,000 . . . . . 2400 . . . . 2,400 . . . . 2,700
15,000—20,000 Lo . 2,400 . . s . 2400 . . . . . . . 3,200
20,000—25,000 . Coe . 2,400 e e 2400. . . . . . . 4,000
25,000—30.000 . e 2,900 . . 2400 . . . . . . 4,900
30,000—35.000 . L. 3,800 e . 2,400 . e 5,900
35,000—40.000 . e 4,900 . s e 2700 . . . . . . 6,900
40,000-—-45,000 .o . . 6,400 .o . 35%0. . . .+ .« . . 7,900
45,000—50,000* . .o 7.900 . e 4500 . . . . . . . 9,100
U1¥ your annuai sdlary or wages exceeds 00U y noiay  an soac add tomae witbhiading aliawance for each $750 or fraction of $750, by which

your expected item-zed deductions wiil exceed the tollowing A single empioyee with one joo-—19 percent of annuval salary or wages, A married
employee with one [0b whose wife or husband I1s not working~ 13 percent of ‘nnual salary or wages, A marned amployee whase wife or husband is
also working, nr an empioyee who hoids more than one job—22 percent at the combined or total annus! salary u. sages.
Determining Withhoiding Allowances For Itemized Deductions

The worksheet below will be helpful to you in determining whether your expected itemized deductions entitle you to
claim one or more additional withholding allowances.

Worksheet
1 Totai estimated annual salary or wages (from all sources) . .1 ls
2 Total expected itermized deductions for the year W .. 2 e e cow 2 .-§w e e
3 Appropnate amount from column (A), (B), (C) or footnote 1, above s e 3
4 Balance. Subtract !ine 3 from line 2 (If “0'" or less, you are not ertitle *  dditional allow-
ance(s) for itemized deductions) . C e e T I I
5 |f the arnounton line 4 s:
Enter on Entes on Enter on
Between line 5 Between line § Between fine 5
$0—$75C . . 1 $2,251---$3,000 4 $4,501---$L,250 7
751—1,500 . 2 3,0C1— 3,780 5 5,251 — 6,000 8
1,501—~2,250 . . 3 3,751— 4,500 6 6,001-—- 6,750 . 9
Note. If the amount on line 4 15 over $6,750 you get © allowances, plus 1 allowancc for each | 59 T 7
$750 or fraction thereoi by which the amount on line 4 exceeds $6,75C. If the bal- //%// Enter this /
ance on line 4 s fess than “0,” you rmray be having too httle tax withheld You can gen- ,%f/j number on //
erally avoid tw by claring one less aliowance (than the total number to which you are ,// line (i), /
ertitied) for each $75( by which the cstinated deductions on hine 2 are ‘ess than the 7, page 1. /
amount on hine 3 v, / %/
T US SOVIRNMENT PRINTING OFFICL 1972 ~O-458 P47 E 23.118272 &
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form w-4

(Rev Aug 1972)

Department of the Treasury
internal Revenue Service

' Employee’s Withholding Allowance Certificate )

(This certificate is for income tax withholding purposes
only; it will remain in effect until you change it.)

Type ur prirt your tull name

Hoine adaress (Numbaer and street pr rural route)

City or town State and ZIP code

Your social security number

i ‘Maritat status
! 7] Swingle 7] Married

. (it marned but legally separsted, or wife
i (husband) 1s a nonresident alien, check the

1 Total number of aliowances you are claiming

single block.)

2 Adational amount, if any. you want deducted from each pay (if your employeragrees) . . . . . . 1§

| certity that to the best of my knowledge and belief. the number of withholding allowances claimad on this certificate does not exceed the

famier to whoih t am sntitled

Signature »

C
-~ W-4E

Oepertmont of the Treasun
intemai Revenue Service

Exemption From Withholding

(of Federal Income Tax)

For usa hy emmployees who Incurred no tax Habil
in 1971 and anticipate no tax iability for 197

Sesicemn snemasl

1972

(Rev 1-72)

Type or pnat futi name

Home address (Ncmber and Street)

City, State. and ZIP Code

Expirstion date {(see in-

’ Social Sscunty Number T et uiry

Employee.—-ile this certificate vith your employer
Othervwise he must 'vithhold Federal income tax from
your wages.

Employer.—Keep this cortificate with your records.
This certificate may be vent instead of Form W-—4 by

those employees qualifisd to claim the exemption, - - - @ wwmessm sos comneeens

Employee's certificstion.—Unde penalties of perjury, cortify that |
incuired no Lability for Federal income tax for 1971 and that | anticipate
that | will incur no hiability for Federa! income tax for 1972,

cead e e dcemeemnnsmonne

“(Signature)

{Date)

RIC




WAGE AND TAX STATEMENT

Employers are required to file FORM W~2 for each employee with the
Internal Revenu: Service (IRS). Examples of this form are included on
this page and on the following page.

Copy A — For Internal Revenue Service Center
Copy B — To be filed with employee's tax return

Copy C ~— For employee'!s records
Copy D — For employer

Type or print EMPLOYER'S identification aumber, name, and address abowe.

WAGE AND TAX STATEMEHTﬂ®72

Copy A—For internal Revenue Service Center

FEDERAL INCOME TAX INFORMATION

"SOCIAL SECURITY INFORMATION

Federal income tax
withheld

Shing T 1572 Tm:um"

FICA employee Tota) FICA wages
tax withheld * peid in 1972 4

EMPLOYEE'S socisl security number » ||

Type ar print EMPLOYEE'S name and address (including ZIP code) above.

Y includes tips reported by employee. Amount s before payroit
deductions or sick pay exclusion.

3Report salary or other employee compensation which was not
subject to withholding. See Circular E. Farmers, see Circular A.

The sacial secunity (FICA) rate of 529% includes .6% for Hos-
pital Insurance Benefits and 4,€% for old-age, suvivors, and dis~
avility insurance,

4 Includes tips reported by employee.

IUncollected Employes Tax on Tips . $

FORM W=2 Department of the Tressury, Internal Revenus Service

Type of print EMPLOYER'S identification number, name, and address above.

EMPLOYER: See instructions on back of copy D.

WAGE AND TAX STATEMENT79 o
L

Copy B—To be filed with employei's tax return ®

FEDERAL INCOME TAX INFORMATION

SOCIAL SECUMITY INFORMATIGN |

Cedenni income tax
withveld

Wages paid subject to
withholding in 1972 2

Other compensation
peid in 1972 2

FICA empl Total FICA wages
[ vnthlnl"r'. paid in 1972 ¢

EMPLOYEE'S social security number » J

Type or pnnt EMPLOYEE'S name and address (including ZIP code) above.

' Includes tips reported by employee. Amount s before payroli
deductions or sick pay exclusion.

1 Add this item to wages in figuring the an.ount to be reported
as wagex and Silaries on your income tax return.
%The social secunty (FICA) rate of 5.2%, includes .6% for Hos-

pital Insurance Benefits and 4.6% for old-age, survivors, and dis~
ability insurance.

4 Includes tips reported by employes.

Uncollected Employee Tax on Tips . $

FORM W=2 Department of the Treasury, interns! Revenus Service

ERIC

Aruitoxt provided by Eic:
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The WiGJ

v TA
czn be nbrained in any Pasi Office,

STATIMINT 1is neriadica

Type of print EMPLOYER'S identification number, name, and addsess above.

11y urdateas Hoviced o0 :les

WAGE AND TAX STATEMENT ﬂ®72

Copy C—-For employee’s records

FEDERAL INCOME TAX INFORMATION

SOCIAL SECURITY INFORMATION

Fodoral incoms tax ! Wages peid subject to
withheld ; withholding in 1972 3

Other compensation
peid in 1972 3

FICA employse Totel FICA wages
tax withheld ? paid n 1972 ¢

EMPLOYEE'S social s-cur-ty number » |

' Includes tips reported by employee. Arnount is bafore payroll
deductions or s.ck iy exclusion,

1 Add this [tsm to wages in figwring the
salaries en income taz return.

3 The socisl security (FICA) rate of 5.29 includes .69 for Hospital Inswrance
Benefits and 4.6% for old -age, suvivers, gnd disability insurance.

4 includes tips by ) M your wages wers subject to secial
secunly taxes, but are not sho-n lm woges ere the same 83 wages shewn under

“Federal Income Tax Information,” but not more than the maximam smeunt
subject to FICA tax

t ts be reperted ss wages and

l
|
|
!
|
i
!

Typo or pnnt EMPLOYEE'S name and address (inCluding ZiP code) above.

Uncoliected Empioyee Tax on Tips . §

FORM W—2 Department of the Treasury, Internal Revenue Service

Type or pnnt FMPLOYER S identification number, name, and address above.

WAGE AND TAX STATEMENTﬂ@72

Copy D—For employer

FEDERM. INCOME TAX INFORMATION

SOCIAL SECURITY INFORMATION

Federal income tax \ Wages | pud subjezt to
withheld ! withhelding in 1972 ¢

!

Other compansation
reid in 1972 2

FICA ampioyes Total FICA wages
tax withhaid 3 paid n 1972 ¢

EMPLOYEE'S soc-al secunly number » J’

Typp ar pruﬂ( EMPLOYEE S name and adoress (inCluding Z!'P ¢cnde) above J

' ncludes tips reported by employee. Amount 1s before payroll
deductions or sick pay exclusion

? Report salary or other employee compensation which was not
subject to withholaing. Swe: Circular £ Fasniers, see Circuiar A.

’ The social secunty (FICA) rate of 527 incliies 6% for Mos-
pital Insurance Benefits and 4.6% for old-age, survivors, and dis-
ahihty insurance,

¢ Includes Lips reported by employee.

Uncoilected Employee Tax on Tips . $

FORM W—-Z Oersrtmart of the TreaSury, Internal Revenue Service

‘98

o :
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Short Form 1040A U.S. individual Income Tax Return ‘oot 1972

§ bt st name 373 :mtia’ i 107t return use hrst names and middle initials ¢t toth Last name (z'?“:;.::_‘.'"l"faﬁ:‘mu‘)“mm'
] | ! -
= Present home address 'Number and street (ircluding apartment number) o+ rural route) : Wite's number, if jeint return
i | U ;
z City town or pusi office State and ZiP code Oceu- " Yours ’______ L R
&’ petion Wifa's
. Filing Status— check only one: Exemptions Regular 65orover Blnd  Enter
1 ” Single 6 Yourself . . . [ O O l m"::::;
2 7" Marned tling jont return 7 Wife (husband) . [T} d 3 ) ch““‘. I
3 _ 7 Marned hiing separately I wife (husband) s aiso fiking. gwe | 8 First names of your dependent children who I ved with you
her (his) social secunty number and first name here L _ o
4 7 Unmarried Head of Household -  Enter
5 T Widow(er) with dependent child (Enter year of | 9 Number of other dependents (from lne 25) ., . . .»
_____death of husband (wife) » 19 ) 10 Totalexemptionsciamed. . . . . . . . . .®
°o® 1) Wages. salarnies, tips. etc. (attach Form W-2 to front It unavailable, attach erplanation) . . . . . ‘ n_ I
£2 12a Dindends (g $200 e Form ) : 12b tess Bxclusion $ ... .. Balance > 12¢ . |
Y% 13 Interest income (f over $200, use Form 1040) . . . . . . s . s . . . ;13 N R
zg 14 Total hnes 11, 12c, and 13 (Adjusted Gross Income) .. . . . . . . . . . . .14
2 . g - —_—
E ; ® It hine 14 is $20,000 or less and you want IRS to figure your tax, see instructions on page 3. ‘
% 5 @ ithne 14,5 under $10,000, find taxin Tables 1-12 and enter on line 19. Skip lines 15 through 18. I
"B'aé @ M line 14 is $10,000 or more go to line 15. :
85 15 1 une 14 s $10.000 or more, enter 15% of ine 14 but not more than $2.000 ($1,000 if ine 3 was checked) . | 15 o
££ 16 Subtracttinel5fromhnel8 . . . . . . w . . a0 oW . e e e s s e . . |16
.. t -y - - T
£ £ 17 Muitiply total number of exemptions claimed on ne 10by $750 . . . . . . . . . 17
18 Taxable income (subtract hine 17 from hne 16) . . . . « . . .+ . . + . . 18 !
(Figure tax on amount on hne 18 using Tax Rate Schedule X. Y, or Z, and enter tax on tine 19.)
P ! | I
19 Tax. check if frcm Tax Tables 1-12, or Tax Rate Schedule X, Y, orZ . .| 19 |
o s B | R - S R T
20 Credit for contributions to candidates for public office (see instructions on page 5; . - . . '_29__ R
21 Income tax (subtract ine 20 from line 19). If less than zero, enter zero . . I 5_21__ T
22 Tjotal Federal income tax withheld (attach FormW-2tofront) . . . . . . . . =+ . . ; 22 '\
Pay 1n full with return Wnte social secunty f
23 1f ine 21 1s larger than line 22, enter BALANCE DUE IRS.  [a/ibft o1 cnesh bty Gl e ™ 1 23 & -
|
24 If hne 22 s larger than hne 21, enter REFUND . . : . N ] L .
a NAME {b) Relationship (cy Months lrved n your , (d) Did de (e) Amount YOU | () Amount furnished
2 horne If born or died dur- | pendent have ' furnished for de 'by OTHERS includ-
= ng year, write B or D, ! ncome of pendent's support. | ing dependent.
a_g $7500r more> 1f 100% wrnite ALL.
£ 7 ] '8 ' $
R T b S - - . —-—
a ‘ , | : R
Q ' 25 Total number of dependents histed in column (a). Enter hereandonine9. . . . . . . . . . - .p!
26 Pont or type the location of your principal place of residence at end of year {not necessanly the same as your post office address).
{a; State > County ¢y Lotahty 1f you lLivec 1S the boundanes of an incorporated . (d) Township (see instructions
L) o ! City, town etc., ente 1ts name, if not, check here [ ; n page 5)
3w, . ; |
c = | i i
4 .o s 2 - . e U o
. &% 27 Enterthe number of persons included on line 10 ? for IRS use only—Leave blan RIS
who (1) are hiling a return of their own; or. (2) did ‘ ) : . . ; v Z
© 1.t hve at your pnncipal piace of residence at the : . : i : 7
1 ent! of the year . | 4 e Lo 7
ader peraities of periury | declare that | have examined this return, includ ng atcompanying schedules and statements and to the best of my knowledge and beliet
3 Lue corrert, a+3 complete Deciaration of preparer (Other than taxpayer) s based on all information of which he has any knowledge
| 3 e .
S|gn Youf agnatyre Date | Preparer 5 signature rother than taxpayer) Date
here
Wile s (husband s+ s gnature (1! hiirg jointly BOTH must sign even if 07ly one had income: Addrass (and ZIP Code)  Praparer's Emp. idemt. or Sac. Sec. No.
Q AR US GOVERNMENT PRINTING orrsg-o»nse 276 €1 23 1n1eaza

ERIC
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form

F

Please print or type

Please attach Copy B of Form W--2 here

1 uﬂ § Department of the Treasury / Internal Revenue Service @ ﬂ@ 2
- L]
Individual Income Tax Return
For the year Janusry 1-December 31, 1972 or otrer taxable yearbeganuing .. -. ... . .. .1972ending . .. . . . .. . 19....
First name and 1nitia) (It joint return. use hirzt names and m.iddie inctiats of both) Last neme I :ﬁ:&”ﬂ‘;’:'mm‘ﬁm
’ 5;;nTntﬁr;;me.|’dd_v:s; \ N;mb_er_l_nd ;tr—ut -n;l-cu-l;n;z_l;nm;\;;m-b« ;r’v;n.l—v}:um I_NT'Q'; number, i jeint retum
City. town or ost office. State end ZiP code T T T s, | Y8 T
. ) pstion  wite's
Filing Status—:neck oniy one: Exemptions Regular / 65orover / Blind Enter
1 T Swmgie 6 vyourselt . . . . . [ | [0 Smbe
2 7 Married filing joint return (even if only one i adincome) | 7 Wife (husband). . . [ | ] cheskeg|
3 7 Marnied filing separately. If wife (husband) 1s also | 8 First names of your dependent children who lived with
fillng give her (his) social security number and first you __ _ o
name here.
- ) o . T T - Entar
4 "1 Unmarned Head of Household e numberd|
5 [ Widow(er) with dependent child (Enter year of death | 9 Number of other dependents (fromhne32) . . .»
_ __._ .ot husband (wife) p» 19 ). 10 Total exemptions claimed - R
11 Wages, salaries. tips, and other employee compensation.  (Aftach form W2 tont = 1 59
122 Dividends (*fgnting)y o 12b Less exclusion $ Balance . p» | 12¢) )
g (!t gross dwidends afng oéger dsstrnibutions are ?ver $200, list in Parst | of Schedule B.)
If $200 or less, enter total without listing in Schedule B
o 13 interest income.
g rests If over $200, enter total and list in Part il of Schedule 8] * + |33\ |
= 14 Income other than wages, dividends, and interest (from line 45) .. . . ® . e . 14
; 15 Total (add lines 11, 12¢, 13 and 14) . . . o . . . . . . . . 5 . .| 1] —_—
i 16 Adjustmients to income (such as “sick pay,” moving expenses, etc. from line 50) . |_16
v 17 Suthact hne 16 from line 15 (adjusted gross income) . . . . . . . . . . 17
@ Caution: If you have unearned income and you could @ If you do not itemize deductions @ If you itemize deductions or
be claimed as a dependent on your parent’s return, and line 17 is under $10,000, line 17 is $10,000 or more, go
see boxed instruct:on on page 7, under the heading find tax in Tables and enter on to line 51 to figure tax.
"Tax-Cred;ts-F_’ayments." Check this block (. Iine 18.

b}
i

sec. no on Check or Money Order. Attach here

ERIC

|
18 Tax, checkf from, || TaxTables 1-12, | Tax Rate Schedule X, Y, or Z |
_Schedule D i |_J ScheduleG jor| | Form 4726 | 18

19 Totai credits (from I'ne 61) . . . . . . . . . o . .o . . .o .1 19
20 Income tax (subtract ine 19 from kne 18) . . . . . . . . . . . . . I .
21 Other taxes (from ine 67) ., . . . . . . . c s e e e . .22

i 22 Total (add hnes 20 and 21) ., . . . . . . . .
! 23 Total Federal income tax withheld (attach Forms W-~2

%

t o . < & . s - .

g or W-2P to ‘ront) . . T - B R S %é////

i 24 1972 Estimated tax payments (include amount al;owed / /

f 0

| /

1

22
%
Y,

7
. 25  Amount paid with Form 4363, Appiication for Automatic Extension | ;
of Time to Fila US Individual income Tax Return . . . . - ; 25 e _wi’,/y/
! 26 | ////}
i

as credit from 1971 return) . /

Tax, Payments and Credits

26 Other payn.ents {from hne 71) . .
27 Total (add lines 23. 24, 25, and 26)

i Pay in full with return. Make [

o B 28 Ifhine 225 larger than rie 27, enter BALANCE DUE (RS  check or monsy order payable » | 2t
s & to Internsl Revenue Service ——
g |
’5’“ 29 1f hine 27 1s larger than line 22, enter amount OVERPAID . . . . . . . .m» 1.29 e
@& 30 Lne29tobe REFUNDEDTOYOU . . . . . . . . . . e w30 |
31 tine 29to be credted on 1973 estimated tax 31 | f V7772 /’/0’%4//7////7////%7/%/////
52=! Did you, at any time dunng the taxable year, have any interest in or signature or other authority
‘> D nver a bank, secunties, or other financial account in a foreign country (except in a U.S. ;
5 S m Iitary barking faciity operated by a U.S. financial inst:itution)? ; . . . . . P[] Yes []No
- It “'Yes,' attach Form 4683 _(_fg_r_qgf_n_mthnf,_.'§ge_f_orm 4683 ) L
Note. Be sure tc complete Revenue Sharing (lines 33 and 34) on next page.
Uniet pendtties of perjury ! declare thet | have examined this retum, inciuding panying schedules and stst ts snd to the best of my know!edge and belief
‘s true .orrect and comglete Declarstion of preparer (other thar taxpayer) 1s based on all information of which he has any knowiedge
ﬁ:agr: foar s alae . : T Date” : Preparer's signature {other than tazpaysr)” “Date

’ﬂ 125 ‘husband 80 sigrature it Bhing joiatly BCTH must Sign even 1f only gne hed mcome),  Addrass (and Z1P Code)  Properer's Emp. 1dent. or Soc. Sec. Ne.
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Form 1040 (1972)

Pege 2

PART l.—Income other than Wages, Dmdends, and lnterest

w0 | (8) NAME (b) Reletionship (¢) Months lived in your i (d) Did de- | (¢) Amount YOU (0 Amount fumished
€ I hogne. If born or died | pendent hcve ! furmished for de- OTHERS nciud-:
-~ 0 . during year, wnte B or | incoms of | pendant's support. mz dependent.
09 [} $750 or more? | If 1009, wnte ALL.
g $ - $__ $
al 32 Total number of dependents listed in column (a). Enter here andontine9 . . « . . . . . . « . P |
33 Punt or type the location of your pnincipal place of residence at end of year (not necessanly the same as your post office addrm)
(s) State | (b) County (c) Locahity. if you lived inside the boundaries of en incorpo. (d) Township (dee instructions
g ol rated ¢ity, town, eic., enter its name; if not, check hera P on pege 8)
=
-
o> - P 777 7/, 7. 7
o £ ' 34 Enter the number of persons included on line 10 ;’ //’///////’//"’F”(a//w//(u{fy/—//” e ’b////{//// Qs ;
xv who (1) are filing a return of their own; or, (2) %2 1 . Py Ly 7
did not live at your principat place of residence Z H i H H H : é
at the end of the year . . . > Goagrngbpen s ien s Y //////4/ ///f'/,//////// / ///4///(/4///%/4/

35 Business income (or Ioss) (attach Schedule C) .

36 Net gain (or loss) from sale or exchange of capital assets (attach Schedule D)
37 Net gain (or loss) from Supplemental Schedule of Gains and Losses (attach Form 4797) .

38 Pensions and annuities, rents and royalties, partnerships, estates or trusts, etc. (attach Schedule E)
39 Farm income (or loss) (attach Schedule F) .

40 Fully taxable pensions and annuities (not reported on Schedule E—-see unstructrons on page 8)
41 50% of capital gain distributions (not reported on SChedule D) .

42 State income tax refunds (caution—see instructions on page 8) .

43 Ahmony .

44 Other (state nature and source)

45 Total (add lines 35 through 44). Enter heresndontine 14 . . . . . . . . . . .p

PART li.—Adjustments to Income

46 "Sick pay” if included in income (attach Form 2440 or other required statement) .
47 Moving expense (attach Form 3903) . .

48 Employee business expense (attach Form 2106 or other statement)
49 Payments as a self-employed person to a retirement plan, etc. (see Form 4848)

S|8|5|%31& |GRiB|B BB 8ILIRE

50 Total adjustments (add lines 46, 47, 48, and 49). Enter hereandonline16 . . . « . . p

FART lil.—Tax Computation (Do not use this part if you use Tax Tables 1-12 to find your tax.)

51 Adjusted gross income (from line 17) .

52 (a2) 'f you itemize deductions, enter total from Schedule A, Ilne 40 and attach Schedule A 52

(b) If you do not itemize deductions, enter 159% of hne 51, but do NOT enter more
than $2,000. ($1,000ifline 3 1s checked)

53 Subtract ine 52 fromiine 51. . .

54 Multiply total number of exemptrons clalmed on Ime 10 by $750 O .
55

55 Taxable income. Subtract ine 54 from line 53 .

(Frgure your tax on the amount on line 55 by using Tax Rate Schedule x Y or Z or |f apphcable, the alternative tax from Sched-

ule D, income averaging from Schedule G, or maximum tax from Form 4726 ) Enter tax on fine 18,

PART IV.—Credits

56 Retirement income credit (attach Schedule R) . . . . . . . . . . . 56

57 Investment credit (attach FOrm 3468) = . « « .+ « « « « o o e o o« « 57

58 Foreign tax credit (attach Form 1116) . _ . e e 58 -
59 Credit for contnbutions to candidates for public offlce-—see mstructrons on page 9 59 _
60 Work incentive Program credit (attach Form4874) . . . A .

61 Total credits (add lines 56, 57, 58, 59, and 60). Enter here lnd on llne 19 T 61

PART V.—Other Taxes

62 Self-employment tax (attach Schedule SE) . . . . . . . e e e s 62

63 Tax from recomputing prior-year investment credit (attach Form 4255) e e 63

64 Minimum tax (see instructions on page 10). Check here [, if Form 4625 is attached 64 -
65 Sociai secur'ty tax on tip income not reported to employer (attach Form 4137) . 65 -
66 Uncollected employee social security tax on tips (from FormsW-2). . . . . . . . . 66

67 Total (add iines 62, 63, 64, 65, and 66). Enter here and on line 21 . . e . e e o | 67

PART VI.—Other Payments

68 Excess FICA tax withheld (two or more employers-—see instructions on page 10) . . . . 68

69 Credit for Federal tax on spec al fuels, nonhighway gasoline and lubricating oil (attach Form 4136) 69

70 Credit from a Regulated investment Company (attachForm2439) . . . . . . . . . . _79

71 Total (add lines 68, 69, and 70). Enter here andoniline26 . . . . . . . . . . .» 71

LT US GOVERNMENT PRINTING OFFICE 1972—O 458 273 38 2009 087

5101




ERIC #

Schedules A&B—Itemized Deductions AND G
(Form 1040) Dividend and Interest Income

Department of the Treasury

Internel Revenue Service » Attach to Form 1040.

Name(s) as shown on Form 1040

Schedule A—Iltemized Deductions (Schedule B on back)

Medical and dental expenses (not compensated by insurance
or otherwise) for med.cine and drugs, doctors, dentists. nurses,
hospitat care, insurance premiums for medical care, etc.

1 One half (but not more than $150) of in-

surance premiums for medical care. (Be i

sure to include in line 10 below) .
2 Medicine and drugs . .
3 Enter 1% of ine 17, Form 1040

4 Subtract ine 3 from line 2. Enter differ- |

ence (if less than zero, enter zero) .

5 Enter balance of insurance premiums for
medical care not entered on line 1 .

6 Itermize other medical and dental ex:
penses. Include hearing aids, dentures,
eyeglasses, transportation, etc.

1972

Your social security number

Contributions.—Cash—including checks, money orders, etc.
(ltemize—see instructions on page 11 for examples.)

18 Total cash contributions .

19 Other than cash (see mstructlons on
page 12 for required statement). Enter
totai for such items here . s

20 Carryover from prior years .

21 Total contributions (Add lines 18, 19, and
20. Enter here and on kne 35, below.) P

interest expense.

22 Home mortgage
23 Instaliment purchases .
24 Other (Itemize) ___

25 Total interest expense (Add lines 22,
23 and 24. Enter here and on Ime 36
below.) .

7 Total (add lines 4, 5, and 6) .
8 Enter 3% of line 17, Form 1040 .
9 Subtract line 8 from ine 7. Enter diifer-

ence (if less than zero, enter zero) .. .
10 Total deductibie medical and dental ex-

penses (Add lines 1 and 9. Enter here
R

and on hine 33, below.) .

Casualty or theft Ioss(es)
See instructions on page 12. NOTE: if
you had more than one casualty or
theft loss occurrence, OMIT lines 26
through 29 and see page 12 of the
instructions for guidance.

26 Loss before adjustments ..

27 Insurance reimbursement
28 $100 Iimitation .

29 Add hnes 27 and 28 . .

30 Casualty or theft loss. (Fxcess of hne
26 over line 29. Enter here and on line
37, below.) v . >

* axes,
1.1 Real estate

12 State and local gasoline (see gas tax tables)
13 General sales (see sales tax tables) . .
14 State and local income . .+ » . .

15 Personal property

31 Child and dependent care expenses
from Form 2441, (Enter here and on
line 38, below.) + . . >

Miscelianeous deductions for alumony.
union dues, etc. (see instructions on
page 1a).

16 Other

RERER

17 Total taxes (Add hnes 11 through 16.
Enter here and on iine 34. below.) »

32 Total miscellaneous deductions (Enter
here and on line 39, below.) . . >

Summary of itemized Deductions

Rg

Total taxes (from hine 17)
35 Total contributions (from hine 21)
36 Total interest expense (from line 25) .

37 Casualty and theft loss(es) (from hine 30) .
38 Child and dependent care expenses (from hine 31) .

39 Totat miscellaneous deductions (from line 32) .. ..
TOTAL ITEMIZED DEDUCTIONS. (Add lines 33 through 39 Enter here and on Form 1040, Ime 52 ) . >

Total deduct:ble medical and dental expenses (from line 10) .

»02
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Schedules A & B (Form 1040) 1972

Schedule B-——Dividend and Interest Income

Page 2

Name(s) as shown on Form 1040 (Do not enter name and social Security number if shown on other side)

| Your sociat security number

: P

Dividend Income

Note: !f gross dividends (including capital gain distributions)

and other distributions on stock are $200 or less, do not com:

plete this part. But enter gross dividends less the sum of capital

gain distributions and non-taxable distributions, if any, on Form

1040, line 12a (see note below).

1 Gross dividends (including capital gain distributions) and
other distributions on stock. (List payers anq amounts—write
(H), (W), (J), for stock heid by husband, wife, or jointly)

I Interest Income

Note: If interest 1s $200 or iess. do not complete this part.
But enter amount of interest received on Form 1040, line 13.

7 interestinciudes earnings from savings and loan associations,
mutual savings banks, cooperative banks, and credit umons
as well as interest on bank deposits, bonds, tax refunds, etc.
Interest also includes onginal 1ssue discount on bonds and
other evidences of indebtedness (see instructions on page
13). (List payers and amounts)

N

T

2 Totai of ine 1 .

3 Capital gain distnbutions (see instructions
on page 13. Enter here and on Sched-
ule D, line 7). See i
note below . .

4 Nontaxable distribu-

S JU—
i
!

tions (see instruc-
tions on page 13) - '

5 Total (add iines3and4). . . . . . }

6 Dividends before exclusion (subtract
hne 5 from line 2). Enter here and on
Form 1040. ine 12a. . . . . .

8 Total interest income. Enter here and .
on Form 1040, ne 13, . . . . .

Note: If you received capital Bain distributions and do not need Schedute D to report any other gains or losses or to compute
the alternative tax, do not fite that schedule. instead, enter 50 percent of capital gan distributions on Form 1040,

line 41.
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FEBRUARY 1 IS THE LEGAL ASSESSMENT DATE PERSONAL PROPERTY RETURN ORIGINAL

1973 STATE 0! SOUTh DAKOTA LIST OF TAXABLE PROPERTY 1973

THIS MUST BE FILLED OUT AND SIGNED BY ALL TAXPAYERS

National Guard

Taxpayer s Name 'Head of Householdy Sex . Veteran , U ('l_(vllt'" Soclal Secutity Numbir
Age Yoo o v No ) Yes ¢ 1 Noow '
st VRt T Mddler T Tgoclal Security Namb
H Vetoran U S Cizn oclal Security Number
Wife ) ) Age Yoo o v ONG ¢ VoYes o v No . v I R
Sireet o1 RFD ) ) L (Neme end Address) School Dast Noo
C § Tw,
ZiP N> Phone No e Cuty or Tk __ -
Reol Estete Inf ion for Homesteed Exempti
DOGS. Numbe K
umber Owned or Keot I Do you vwn Your own home? Yes( ) No( )
Others 1n Household Legal Description of where you liver”
Veteran b e —
If Renang Na e & Address of Owner
VALUE OF HOMESTEAD . - - §
.- - —_ e (ASSESSOR’S USE ONLY)

Taxable
1 HOME APPLIANCES Mo Meke end Sise Ye Mie | Cest New Velue 2, HOUSEHOLD GOODS AND PERSONAL EFFECTS {(Except those items listed
Me CONDITIONERS " Items 1 nnd 4) wluch would include the following.

A PET L ) Bed F h I.hnn. Reom Furnishings
DSNUMIDIFI!RS NUMIDI’I!RS b Dining Room hmmhm.s tion Recm Furnishi
DISHW ASHERS (Pomzblci Kitchen Furnishings Femily Room Fumnishings

R e e B i And ony other furnishings not listed aisewhare on this sheet.
CLOTHES DRYERS, Eicc ° (os | o 0o
. e i St TOTAL NUMBER OF FINISHED ROOMS
cwm:s WASHERS, Comb )
Wr r-‘\;) Type )| I . . IN HHOME Uncluding Bosement) -« ROOM
ELEC \SMALL APPLIANCES THIS IS MY ESTIMATE OF THE FULL AND TRUE
FREEZERS Cu Fr \ N PRESENT LAY VALUE OF ALL ITEMS LISTED ABOVE
KITCHEN STOVES & OVENS "“ 7 ACTUAL VALUE - §
paa ot othert )} o __
MUSICAL msraumnrs u

Aras vaae b o > Assesser’s Use Only
ORGANS (_hnrd ) i’:

PIANOS. . 1. e 3 TAXABLE VALUE OF ITEM 2 NA $ »

S net “rand ! — e
RADIOS camm 0T PP R RN IS THIS A MOBILE HOME? Yas ( ) F3

ES I . Portat ¢ © b} 1 _ o L ) Is 1t rve{;ls(tered ,asl:eq‘u:red)by law? g
REC PLAYERS Cobumet & ) I T D - ¢s ° o

Gepron P ran e ' 3. MOTOR VEHICLES, SNOWMOBILES,

N - R I - - AIRCRAFT NOT LICENSED e
REFRIGERATORS Cu Fr ) - Moke I Bedy Typs | Modal [ Veur
REFRIG FREEZER COMB . Cu Ft ¢ ° ] ” I 2
SEWING MACHINES, Pt Cot 7 | - [ e — -
SPACE N!AT!RS, t s TN Ou CAMPERS OI TOPPERS iOR PICKU_P TlUgKL____ B
TELEVISION Scroen Size 4 | 7T~ Moke | Length | width | Cost T Year — -

~n Tob'le © Port ! ) | B

B~ & Whin R | I — T votaL of

T b a4 Ty ) U S A S ___________j ITEM 3 AG S . NAS__ $
VACUUM CLEANERS. "o Up -, & | *S BUILDINGS AND ALL OTHER IMPROVEMENTS s

TOTAL OF litm 1 NON-AGRICULTURAL $ LA:D STRUCTURES ON LEASED SITE 3
ation
< L . B ——
4 HOBBY, Isron . msc' EQuIP 'N.‘Ny_r_' __Moke end Size T¥e Mte] Cost New Type Const. _ | Copactty | Yr. Suit | “Suee ™| ot b
BOATS, INB'D © OUTH#'D ) Length » 7

S | VoAU » Thegls )

(n 0 n Rucgtout Cabo ) Mudel (- ] _ 1 R Bl — 1 3*—“"—
lon MOTORS —

; I D R SN P TOTAL OF
cAMtnAs PROJECTORS,, ETC ITEM 1S AGS . __ NAS . ___ §

At Voee § »

RO S ISR SO 16. MISCELLANEOUS ITEMS >
GARDEN TRACTORS, H P Atch Ne Inew ConlZ

LY o Show boase O-h}v Lowt ' L U B P | - = (RO - - 4O
EOI;"r BO-WL":‘G £EQuUIP Prownt Day Lumy Sum Vowe  § ) _‘] Seddles . L g o _'
GOLF CARTS, : .  HF 1 B A R - R fox. Mink, Baes, Erc. ) e .
POWER MOWERS ©.pi 07, o Communicotion Redios i .
TYPEWRITERS, ADDING MACHINES ] R S Other

A e - - N TOYAL OF
SHOTGUNS nlnss PISTOLS scous ITEM 16 AG $ NAS . _ _ $
LOADING EQUIP . > o 5 SR SR L
s»«ov EQUIPMENT & HAND roou

t o v % N N R T R . Clessificotion  Peneity ___ % Tetal
SNOW BLOWERS H 9 ) O AG s s s
FISHING EQUIPMENT Frosent D, Lump sum Value  $ D
OTHER iTEMS R 7 NA 8 N
Q mmLe NON-AGRICULTURAL $ TOTALS $ . $ . % ...
E [C;Fvouu?nt OR POSSESSION OTHER YES {1 Give Nome Addrass
PROPERTY THAN YOU MAYE LISTED? NO ) of Owner of Owner.

Aruitoxt provided by Eic:




CRA'V B h I TOTALBUSHELS OF GRAIN ___ _____ BU, GROWN, PRODUCED, HANDLED OR STORED DUKING THE YEAR IMMEDIATELY
J | - ushels PRECEDING FEBRUARY 1, 1973; ALSO TOTAL POUNDS OF RAW HONEY __ LSS ; PRECEDING FEBRUARY 1, 1972.

N C t t’ & l t DESCRIPTION AND LOCATION OF IMPROVEMENTS AND STRUCTURES ERECTED OR PLACEO UPON

ew vonstrucuon mprovements THE FOLLOWING DESCRIBED REAL ESTATE SINCE THE LAST ASSESSMENT DAY

Type of Con truction Type of Building

Sore x X Total Cost § s Percent of Completion + ¢, Cost to Date §

Improv. ments T ocated on Se Twp Range Builldings Removed”

Aown of . - Lot Block Addition Yes ¢ » No( )

. STATEMENT (MUST BE SIGNED BY TAXPAYER)

| S _ — do «wear that | am 4 resident of the Conny o f . and that mv post office address
In that the above list contams « foll and vor et statoment o0 gl structutes and Improvemeiits crected or placed upon my reil estate in
T IL eX I st NTLs tUPeR aful amproyems nts isted on other tan statenu Ats xubsequent Goothe precord neoessessment dav ant o Ol and correct «tatement of all personal property,
Cx o1~ i pers ol property nsted on other 1ax statyments subject o taxatton whidh 1ot v OFm of whick 1AM 4 member or aby corpoeraloon, assmation o company of which | am
Pres £ 00 S 0wt trnasurer or mian s aeent owned, clhimed, possessed or controiled at thaive walock MOoon the statutory assessimn 'nt day  and that | have not in a1y manner whats -
€5 Gt ape e of s proparty or placed any property ouit of said © ounty oF my possession, fur the purpoge of avoiding any assexainert upon the same, or making this statement

Poo 1 - dav R Bk '- X

Tanpayer Must Sign Here

sstsson st oy L RETURN ORIGINAL AND DUPLICATE TO ASSESSOR| |GranDp ToOTAL

L TOTAL TAXABLE VALUE OF YOUR PERSONAL PROPERTY
SCHOOL POLL. - § . ... DOGTAX -$. AND PENALTY IF ANY s

POE™ ASSESSOR'S NOTICE TO PROPERTY OWNERS

IV b ve aoa dtert copy of the ISt ol taxable property assessed Againdt you [Or the Vear 1493 Compluint un YOour asdissment may he made to your local Township, Town

' t co bt whn b oshadl et om the tourth Monday of May (May 28 1378, and i% in servion for six davs  From action of youe loval board you may appeal to your (ounty
1 ' Ttz on Wha b meets on the third Tuesdav in Jupe (June 19, 1971) and shall adjourn no later thumdhe (irst Tuesday in Tuly (July 3. 1973) "Appeal from your County Board
W) tmet %t st e Heard of Fuaalizalion within 30 days of notice of the action taken by the County HBoard and mav be taken by oral announcement of your intentlon to appeal,
[ [ t v Boatd or by Wrtten fotice thereofl tiled with the Cuunty Auditor and a Capy scnl to the Commitssinner of Revenus Plerre, South Dakota, on or before the firat Mone
0o - The stie Dverd neets op August +, 1971 and ie in session until fte Jduties are completed  Appenls to the Cifcwil Court may bé tuken from the County Board or the State
Joant wrkn P s ftam the publication of the dedivion of «u-h board  An appeul to either fhe Cuong Court or the State Board shiall exvlude un uppeal from the other
S ey PT —

RS (Atgessor) (Deput; Assesaor)

ORIGINAL
1973 THIS SECTION MUST BE FILLED OUT BY ALL FARM OWNERS AND OPERATORS 1973

LIVE K Unit Taxable AGRICULTURAL TOOLS §
s 5T O c . . Reg | Grade No Valug Value AND MACHINERY No. Meke m:‘\’b’:r Jfrr 7\7:"..”."
S. BROOD MARES ( ) RN LISTERS  Tool Bar ( )
\s;,r“ugnsl; ) e — > ( YRows Mtd () Pull(_ ) .
ORK & SADDLE HORSES ( - CORN PLANTERS =2
_ SHETLANO eoNigS ¢ o | F3 Creto (3 Platetess ¢ o Twot ] .  __
6 BUFFALO COWS, 2 Yr. & Older R 'g Min Tiege () Rows PN ()
SUFFALO BULLS, 2 Y & Older Fernizer ¢ ) T B 3
BUFFALO, 6 Mos 10 2 Yn. o Insecticide ¢ ) € () ¥
Te. COWS. 2 Yri & Up Regustered) 2 (CORN TFNDERS OR GO.DIGS
s HEIFERS, 1 Yr.to 2 Yri. (Registered) 3 CULTIVATORS ~ ~ Fuar itid (")
- - e e = Y Ro Feont
[ EQ\:VE (i'.gto-e':"t - Commercal) a E_“l(JLﬂVAT;;S - “;:el‘r M()d « ) 8
- - (] ( ) Rows__Front Mtd ()
¢ CAITLE, 6 Mes 10 ) Yr - LEI sl
g DISC TILLERS & ONE-WAY
(STEERS & HEIFERS) _ Attach  Graln ( ) Ferls(( ))F'
d CATTLE. 2 10 ) Yrs_ (Heders) 'msc, Single VRt
VTee2VY¥rs (Hesters) {DISC, Tandem Tull Trpe ( y
V te 2 Ves. (Steers) o l\'_\(he(rl Mta ; )
CATTLE IN FEE e s -
* W Tom oo™ DRILLS, GRAIN (T F1 Reg ()
' ca:OTTLa‘S IN J‘!}D LOTS - D;;Lris« "iész'lj(mk; ) lﬁ:lﬂb{fl ) —
(8% LBS & UP) !
- — ————— M bwep Furra
s HERD SIRE (Purcbred Herd Only) Lﬁru, “FONY PRESS & FAGKER -
BULLS, 1 te 2 Yis. LR B . U EU SRS WEUUUNEUY ISR S —
_ BULLS, 2 Yrs & OMer Fertihzer Att Cut Newt )] — - b
N TOTAL OF ITEM 7 __-..____-. - _Insecticide Att Lt New ) T I )
8 HOGS, 6 Mos. & Over FEED CONCENTRATE TANK ‘0 ¢ )
FEEOER PIGS, Jto 6 Moy FEED GRINDER MIXER Se ( ) |
%a BUCKS OR RAMS FEED MILS Soe (T T T T ’
- R - Redirr « Y Hurer { ) PTO( ) ! —
b SHEEP OR GOATS ] B 1 HAMMERMILLS ™ ~ "~ e 0t o T T T T
LAMOS IN FEED LOTS - - o ket ¥ I'Tn_( ) Sire )
< I —— FEEDERS, Pertable How 1+ 7 7 I A I 0 R
10 CHICKENS No af Dosen . Mot D e L UM S
PR R R FIELD CULTIVATOR ( ) Ft )
TURKEYS No of Dozen_ DUCKFOOT OR CHISEL i ‘
DUCKS OR GEESE Ne of Desen Vibra Shank etc  ( Y EY !
Q

=L “105



11 AGRICULTURAL TOOLS AND MACHINERY . ‘GRMN ORYERS - » By )
. — e — — e "o
" TRACTORS g CABS | Gas Dese [ vr Corn oo Newo v L
Secran Nomoers vOne, No | Make MODEL | wMtr —— |HARROW WHEEL nuwun
I } T + Yo of Sec ) Fodmg ¢ >y I 0
1ot MARROWS or DRAGS ~ 74 ¢
+ - - = . e — _— -
’ T . NAIIOW Seeing Toﬂb
7 - - - st RTINS YV »n~1_ - o ___L_
| } o T — “|IRRIGATION PIPE 1 cnetn 1o imeter
] S —_— 4
PROPANE N i Ao e o .
CRAWLER TYPE . B Piles 13 _Flan _r*_”.__._
R \RRIGATION PUM H P )
4 wthEL Dawfh . Fower Tt vt Valye a8 PR S
UNI TRACTOR llllGA‘l’lON SPRINKLER
e - e - —— .. - - '™ A Cest
ATTACHMENTS. UNI TRACTOR ..‘nla'u;u SPI;AD‘!‘ls R A et e
ATTACHMENTS UNI TRACTer |0 77 7777 N o f Whia ¢ VR LR 29 IS S
CABS (0 AvCona () o MiLK ?‘3‘.’.‘.&,.'““‘ Nen T
PUAL whi ELS - B St MILKING MACHMINE, Umh ( *)—ﬁ )
SPcw B'Oower | 3 ] I‘v|- Tine -‘}'m'( ). l-‘?l Ih' n ¢ )‘
- t+t- e Postatn isher o 1~ "ll
COMBINES AND CABS __-J No Make Model | mfr — PLOWS Bottuma ¢ ) 1n ()
SELF PROPELLED I S 4 Bewit Antn € 0 Hye ()
U U S - Buttom, Vin )
PTO v MOTOAR ( } _ _ '%'OYIs \n:n ,: Hyd )
CORN MEAD ( ) MiLOMEAD ¢y "=~ PLOWS, Mounitn I T T I
! = ) S . P S e e od Dottoma(
CABs [ . ; Air Cond '( ) T PLOWS MOUN"D Rottomy 3
IAL! LoADns IR e - Tewt e () In ¢ )
EoSas a ] S — ‘__nows OFF sn' Ft )
IAL! A M - S "7 [~ B
ccu UL.“I?' ) ] e [rOws, cHIsEL Ft ( )
POWIR BALE WAGON . o R —{PLOWS, DISC  ~umbur Thses ¢ )
BALE STUKERS ot - ' ‘r'orruu'nms """ TS
BALERS, | i VoMt ) D -"—'1*’” T . Y Wed ()
O T ANAL PORTABLE FEED RACKS Length { )
CHAFF WAGON. S o - oSt MOLE DIGGERS & DRIVERS
\ wWer
CoRN mrxu uusxn sru»n I B ﬂ'?:»ﬂ? bicgeas -
2 Rew 1 _
M W ’ R S 4 —-|POTATO PLANT!RS
CORN "CKE“ SH!LL‘R i Howe {
Y Relf Pro ) ——— OLLII-PACKII
CORN SNELL!I, Toack Mt {7 [ Yoo
e co " ) -, D S S Qn:n t(oot ,
|5 . e tione "
ENSILAGE BLOWER |, wer ) 0D WEEDER
ENSILAGE UNLOADER i Ftoo - —
tn il Froan qer I‘!\ - AWS
ELEVATORS, Open Chain - - Cievle ¢ ) Chain ( ) _Flec ( )
Motor CPTO ) SCRAP!IS Hydruuhf ( )
Wdth o b Leneth 4 Yo —_ Cu Yds Y Doter Width ( )
!L!VATOIS Au," ") Corrier ( ) BPIAIIIS l “DUSTERS
e o LR O I ST DI I R R S S U S P Reom ( ) M ( )
FORAGE NA.V[sT(. PHemap ( 3O Tealer ¢ } Sel’.Prop ‘( )
Bewe MRy BT ) N o] e A Beem Gl ¢ )
FORAGE MARVESTER T STALK CUTTER Nu of lwr ¢ )
Attschments - B B [ G AU S anife o ) Chain ¢
MHAY CAGES " f x - f) I [TERRACING & L!V!UNG !QU'P
| ETETIIVEN Vol ety ft) . . Lo Newog _
HAY MOWER |/ . e v ST 7T - [TRAILERS & BOXES
A AT Ny Mgy 1 PR NI SO S B NTRRTUAR (N YRR T ) Tone | .
HAY MOWIER ! yEroy ) 'ruu.ns l. BOXES v of Whia U7y
M boNey ) Mty » N . USSR SRS ~1 V_Tons ( )
HAY CRUSHER OR CONDITIONER "A"-!l SILAGE 80K “Han ()
— . SRR SR VN S IR VITINY Lottasl New )
HAY DUMP RAKE TIAIL!I SILAGE BOX Huint ( )
ke 's ’ . R [ S _— Cvever ( ) oM New ( )
MAY SIDE RAKE, 'iur ¢ » N
“terl £ T ) } = TIAILII rLATSEDS
HAY WHEEL RAKE - V' '~y ' own run WAGONS Luree™q ),
B L - = st ant New [
H’VD’IAULIC ‘l-OA‘D!lH-ISTA?K!I 'OW!I F!!D AUGERS
.~ o s R R 1 Bune Tape o L)
ATTA MENTS 1y (. . I R TAN’(S, FUEL 7} no’nm rn
N , [ Ve ) n‘.l,.:-u_ ___l‘ 1:‘._‘-"\ N ._._) -
1 T 1 1T T 77 JWELDERS,  Acet ( )
STAKHAD N L o d_ . [T )“:\mpx ( ) _
STACK MOVERS v ' SNOP !QUIPM'T' !L!CTIIC s‘AOTOlS}
Aot 0o .t 1 - PRl
SwATHER |- AN U - Atl comussous W !
. vobe ) . [ Gatigns ¢ _ .
SWATHER, ScM Pmpcll:‘ Bt ) PORTABLE N!Aflls BYU ¢ )
Hay (m!l»'r‘( 1 . 4 [ S SO e e [ G
SLADE TILLER Ve ] ; [~ STANDBY POWER UNITS .
IR D S -
CATTLE OILEIS CHUTES Vu N SADDLES
PORTABLE CORRAL - } . i i
- e——————
T SUB.TOTAL - ITEM 11 l /707“ - ITEM 11

Q
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Wher you fill out a signature card for opening a checking account:

1.
2.

3.

Print your full name on Line 1.
Print ycur address on Line 2,

Print the name of the place where you work on the first part
of Line 3,

Write your signature on the second part of Line 3. The sanme
signature on this card should be used in writing all checks.,

If you are opening a joint checking account, the other person
must print his (or her) place of employment and write his
(or her) signature on Line 4.

Print your name and address in spaces 5, 6, 7, and 8 the way
you want your name and address to appear on all your checks.

Fill out the signature card below for opening your individual
checking account:

Account Number
1) Name
2) Address |
Employment Signature
x
3)
Employment Signature
x
4)
Account Caption & Address
5) The Kampeska State Bank
authorizes to recognize
6) the above signature(s)
in payment of funds or
7) transactions or other
business,
8)

91
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No. $
19

KAMPESKA STATE BANK

To

No.
19

For

Bal. Brought
Forwazrd

Pay to the
order ot

Amount

Deposited

Total
Am't This

Check Account No.

Bal. Carried 81-686 -

Forward

¢ {CHECKING ACCOUNT BIFSTIT TigkIT =—

CURRENCY 1

CASH

Coim

noME

“f t Mt us awun

Qtnrm 1Trug

ADORESS

AGF pritowp
foRr nEeasy

 —

SUBIETY 10 Yur
TERmg anp

i
LIATTY tnun OTMER SIDE

CONDITIONS ¢
THIS pamarg

cotLgcrion
DATE 9 __TOTAL L sancmeny,
¢ LESS CAsw RECTIVED ot suag
i - TACH ITEM
NET €Y DEPOSIT 18 PROPERLY
USE CTHER SIDE FOM ADDITIONSL LISTING KNCORSED
KAMPESKA STATE BANK ACCOUNT NO .
WATERTOWN. SOUTH Daku’
. ]
O[WL=00 2302
19. 3.
AFTER DATE, FOR VALUE RECEIVED, | PROMISE TO PAY TO PAID ON PRINCIPAL
DATE AMOUNT —aLANCE
THE ORDER OF.
PAYABRL™ AT.
DOLLARS
WiTH INTERESY THEREIO { FROM UNTIL FULLY PAID. AT THE RATE OF PFER
CENT PER ANNUM INTERESY PAVABLE ANNUALLY,
Uprm sny defasit in the payment of fntervet, this note shell Decvme immedistely due and mwlo at the optica of the bolder bereal  Pasable
a1 8 4-fnite 1ime sbpet (o any arevierstion e
The maserr endoevers, sureties and guaranturs hetvol heredy severally to pay all cosls of coliection includ'~g resssmsdle sttormeys’ lm
and "l:') esgraws in mr payment m'ul aot be Bede at :mm and sevnally wsive Mm‘;‘:w payment, ul« :‘u- m‘--! protest and
(214 protess and diligens= 1n enforcing payment or ing it ageimt sny party heret enduraees, guernaters hereof heesdy |-
muymnmmu-dny‘-mm umn“.fms«um lenger than the original pesiod), nthh-um‘, frem time to X, l
Uisme Fithet selice 10 them arg without almm theie Hadiliy bereon 70 N
" Tous OVE Sivew ron s AN exv o
SECURED BY €
"l Nole Ne. e SE——
b < AND IS NOT 1% PAYMEINT OF THE uoYE
[ - S z - -
Y ‘iexawed By No.
s€C rwe - ) o — -

E
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Where to look in the court house

- The county court house is the central location for many kinds of
information and government services. The typical court house is de-
partmentalized as follows:

Circuit Jjudge, clerk of courts, county auditor, county judge, juve-
nile probation officer, register of deeds, sheriff, states attorney, and
treasurers

In addition, many court houses also house such offices as civil de-
fense, county agent, county commissioners, director of equalization,
public health nurse, public welfare, and veterans service.

The following pages list information and services found in most court
houses. As the source of information may vary from place to place, you

can fill in your local source beside each category.
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WHERE DO YOU GO TO FTND OUT ABONT...

AbStractS......................................

Adoption RecordSececscccccscscccsecccscscsssssss

Air Force Discharge RecOrdsesecesesccececccccees

Army Discharge RecOrdSeeccececcccesccccecccccss

Automobile Licenses......o...'.................

Automobile TitleSeeeececcccccccssscccsscssnssns

Birth Certificates..........................fﬁ.

Boat Liceﬂsesoooooooooooooooooooooooooooooooooo

Building PermitSecsccceseceessccseccccssccscces

Car Licenses...................................

Car TitleS.oooooooooo.o.ooooooooooooooooooooooo

Child Support PaymentSesecccceccesccescceccccese

Civil Court Actions............................

Coast Guard Discharge RecordsS.escsecsssccecccces

Court ActioNSeececsccsosscssecssecssccccoccccnces

crimiml court ACtiom.........................

Dance PermitS..................................

Death CertificateS.............o...........o...

Deeds..........................................

Divorce Court Recordsooooo.oooooooooooooooooooo

Drivers LicenseSeecceccccssscscsssesccescsccssse

Drivers License, School Bus OperatorSeecessceceecs

Employment ServiCeSeecsescccscccccsscscssscssess

Estates........................................

Finance StatementSecccceccccccscccccccscssscsse

Food StampS............................o.......
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JUry LiStSeseecsessssccecssvsessvssccsceoncecsone

Ij.ens““‘.‘.“““...‘...“““.““..“‘.‘..‘

quuor License ApplicationSeescscecesccessccces

Liquor License Transferse.essccecsceccesccscccees

N Marriage LicenseSeseecesecsscocccsccccsscscscccs

Mechanics LieNnSesescsescscscssssssssssscccccsss

Mental Health ServiceSeescccccccscccccscosscsss

Mil Levy ComputationSeeececesccccscscscccscccss

Military Discharge Paperseeccesececscsscccoscocs

Mobile Home RegiStrationooooooooooooooooooooooo

Mobile Home Tax ComputationSeessecececesccccsce

MortgageSesescessesscecssscccsscscscesscssncosne

Navy Discharge RecordSeessececcscccccsccscescee

Passport Informationecssesecessescssssesecccces

Personal Property AssessmertSecscccceccscsscsses

Personal Property Tax PaymentSeecesvecscsccscsen

Property, Tax Sale oi Real & Personal Propertye.

Plat Descriptions..o...........................

Probate COUrteeeccssssesssccsercccscssssiccccosne

Real Property Assessments.......-.oo.....o.....__

Real Property Special AssessmentSeeeecccesscsese

Real Property DescriptionSeesceccsccccscsccscee

Real Property Tax Payments.........c...........

Sales Tax LiCenS€Seecsessessscssssscazzcosssssce

u Selective Service RegistrationNeesscescececccsscee

Small Claims Courtesecccssscescsssscccccccsccse

Support PaymentSeececesvsceccccccccsccssssscsese
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Taxes, Income Tax Informationeecceccccescancsccecns

Taxes, Personal Property Tax AssessmiNteecceces

Taxes, Personal Property Tax Paymenteececcececcececse

Taxes, Real Property Tax AssessmeéNteceececceccece

Taxes, Real Property Tax Paymentooooooooooooooo

Taxes, Sales Tax LiCenS€eeeccecccccscccccccccce

Taxes, Sales Tax Pa,ymntooooooooooooooooooooooo

Vehicular Registrationeseecccevcccccccccesccece

Vehicular Tax Payment-New or Out-of-State Vehicles...

Vehicular Licenses.ooooooooooooooo:oooooooooooo

Voter Registrationseesecccscccccesccccsccscccse

Voter Registration-Change of AddressS.cscccccecse

wWelfare SEerViCESeeecccssssccosssnssscssessccces

Wills..........................................
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Legal and consumer terms

There are many terms not widely used in the everyday vocabulary

of most people, yet have significance at some time in life in business

transactions and in legal matters.

A glossary of some of these terms is given here.

Affiant:
Amoritiration:

Assiggee:

Attachment:
Bill of Sale:

Bond (investment):

Bond (surety):

Chattel:
Chattel Lien:
Collateral:

Conditional Sales
Contract:

Consignment:

Cooling-0ff Period:

Co~-signer:

The person who signs an affidavit.
Long term or gradual payment of a debt.

The person to whom property (or a right) is given
or transferred.

Legal seisure of property for failure to pay debts.

Document providing legal record of the transfer
(or sale) of personal property.

Ioan to a governmental unit or business with the
promise to repay at a specified interest rate in
a specified time period.

Guarantee of payment for failure to perform under
certain specified conditions.

Personal property which can be moved.

Claim cf lender to certain personal property placed
as collateral by borrower in event of the borroer's
default of payment,

Property or things of value pledged by borrower as
security that a loan will be repaid,

The buyer assumes immediate possession of the property

but seller retains the title to it until all terms
of the contract have been met.

A person wishing to sell property (the consigner)

continues to own the property until the selling agent

(consignee) has sold ite
Generally, the period of time given to a buyer to

change his mind after a sales contract has been signed

in the buyer's home,

An individual who assumes full responsibility for re-
payment of a loan made to another if that other person

fails to live up to his contract obligations.
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Debenture:

Declining Balance:

Deed:

Default:
Deficiency Judgement:

Fiduciagz:

Foreclosure:

Garnishment:

Holder—-In-Due Course:

Holographic Will:

Injunction:

Intestate:
Joint Tenancy:

Liabilities:

Liens

Liquid Assets:

Negotiable Instrument:

Net Yorth:

Non-Installment
Credat:

Open Dating:

Debt certificate issued by a comvany or unit of
government in return for borrowed money.

Amount of the unpaid balance of a loan as each
contract payment decreases it,

Legal document which transfers the right of owner-
ship of real property.

Failure to fulfill an obligation or contract,

Court order requires full contract payment even
after repossession and sale of property.

Someone in a position of trust.

Court action involving the sale of mortgaged property
to pay mortgage obligations which have not been met.

Action on the part of a creditor to collect money
owed him through the debtor's employer or from someone
who owes the debtor money,

Generally, a bank or other lending institution which
pucchases an installment contract from the original
seller, Frequently the holder-in-~due course does not
have to assume Lhe original contract commitments con~
c2rning product performance,

A will written irn the handwriting of the maker,

Court order requiring certain action to be taken or
forbidding the performance of a certain action,

Failure to leave a valid will upon death,

Money or property owned by two or more persons with
the agreement that if one dies the full title goes to
the remaining survivors. A will does not affect joint
tenancy agreements,

The debts or obligations of an individual or company.

Claim on the property of a borrower or debtor as
security for a debt.

Investments and other property that can be readily
converted to cash,

Written payment obligation that can be transferred by
endorsement or delivery,

Your true financial position based on the difference
between all that you own and all that you owe,

A debt you meet with a single payment or without a
specific repayment schedule,

Or "freshness" dates, so shonpers know when food was
first offered for sale and the last date it should be
sold.
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Ootion:
et —t——

Prepayment Penalties:

Personal Property:

Power of Attormey:

Principal:

Probate:

rromissory Note:

{eal Property:

leplevin:

lepossession:

Retainer:

security Agreement:

Truth-In—-Lending:

Unit Pricing:

Us'urys

Wrig:

The privilege to buy or sell property at a speci-
fied price within an agreed time.

Charges assessed to borrower if he pays off money
owed before due date.

Any possassion other than land os buildings.
Written authorization to act as another's agent.

The actual amount you invest or borrow without added
charges or other extras.

Processing of a will to establish its validity.

¥Written evidence of debt that establishes repayment
schedule (I.0.U. in legal form).

Buildings and land.

Court action to recover goods from defaulted buyer
who refuses to return merchandise voluntarily.

Legal owner's &ction to reclaim merchandise from
buyer who rid not meet conditions of installment
contract.

Advance payment for professional services.

Pledge of buyer's or borrower's assets as loan
guarantee.

Federal law which enables you to compare credit costs
accurately by requiring all granters of consumer credit
to disclose to each customer in writing the exact cost
of credit, expressed as a dollar amount and as an annual
percentage rate (APR).

To enable you to compare prices by indicating cost on
a per ounce or pound basis.

Charging borrower more interest than the law allows.

Court order
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